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*  Cergoration ISE 15.an educetwnal resea‘qch and development organiza- T Antomette Bowler ASSIStant Drrector ' N,
tion, specralrzrnq;n the problems of equalizing edugational opportunity. toow 3 N
ISE 15 involved in the design. of educationat mater:als for students and in " Edward’F‘ Mthif‘fle, Programmer FE T
teaching strategies 10 deciease attniion among educatidnally neglecgd - .- Jamas R. Crawford Jr., Research “Associate . .
Black Americans. LT e T ’ . Cltftqn C. Fitzgerald, Junior Pro_rirammpr ‘ i
“ The durrnculum dwilopmént wo‘rk reduires long term interaction ‘with L. Theodore Matthews Dam (,‘lerk :
co||ege presidents, other administretors and fa(:ulty involved in deahng * v , .
with educationally neglpcted ¢ blipge enyanis. i5E has developed close This dO(.umBI'H 5 a product of the Management tnfurmatv..s.ystems .
_«nsights into the obvious and stbtle problems of prédominandy Biack Duectorage, a*corhponent df TACTICS sponsored by the lr\strtute for
student populatrons m large and smaﬂ urban alid rural settmgs - - 7 . Servicesto Educatnon lnc., nsAssustrng Agency., . !
- . 5.
« The research program ot ISE has been involved path annual surveys of FACTICS is a umque r.onsortrum of elght (8) teapriical service com-
the academic, demogréphic and motivational chasaciersstics of students, ponents servicing nisturlcanly Btdck Colleges’ and Universities® Thesa .

With ‘particular emphasis on antering frashmen. This has rgquied large components are provided personnel and teghnical support by their As-

S smre _collgction, rhanggemant, file developmpnt and analyis of educa- slstmg Agencxes, and are. R - }
_" tional ~dafa- front-finandial aid data, 'td income drstr‘rbutrons, to self- ., . . . . : Lt . : C
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4 2 ' o\ . g N
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agement proqedtrres on the individual campuses Tts°smajor accomplrsh- ~ \ - e P {MCSB).
ments to date include; u{t) The c(evelopufem ol an sutomated data base - Y et o, ’ .

¢, “The Phelps-Stokes Fund -~ * B Management Devel
V\hrch provides a manrpuletwe capabalrty to handle Key-da: . C ‘-ps’ fx ¢ u . ~, ‘gram (Ml;;) evo ozment Pro-

, ' on anroilmenkﬁegrees granted, and revenusfexpenditures Op so Unrted Board fareoll
nsitutions. {2] Thp. estabhishment of an&eratwe data colledts - Development (UB%O 890 a2 Academw Admrmstratcon (OA)

.2
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The essential rationale for sponsoring z‘Ma?;a\ge?né'ni Informa-
ton System (MIS) program workshop is to expose college and
university administrators participating in TACTICS to'the new
management techniques being developed in selected TACTICS
institutions. These new techniques.are being supported with
consulting, assistance from the MIS/TACTICS program and

w  they fucls un the implementation of 1mprowed procedures in
the admmlstratwe areas of :

‘0 Stident Records.Mamtenan.ce

® Facilities Management

v

u College Personnel Systems
- ® Financial Aid

. ™ Grants Management
Co- -sponsoring with MIS was the ISE Consortia for Institu-
tional Research (CIR) The combining of MIS and CIR work-
shop activities afforded the participants exposure to a broad

. range of data collection and reporting procedures appropriate
for the higher education institution In addition, the “president
from the ,Aiocuuon of Institutional Research (AIR), Lois
Torrence, made a presentation during one of the general work-
shop sessions which for most partipants put the tutal work
shop in perspective Luts' presentation centered on the rule of
the institutional rescarcher as it related to the fundamcntdl ad
.minsstrative respunsibilities uf the total ucademic management

. environmerit Her rcm,xrks were supported during 4 subsequent
&Werai session by Jack Leving, former president of the Systems
Research Group of Toronto Canada. o
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St . . Preface - -

- the question and answer session after his

Jtu those partivipants and consultants who made the wurkshop

ain presentauon
uring this session,
g the compati-
bility of the "'industrial product manggement approach' and
the "higher education management approach.” The text of
Jack’s presentation is included in this report. ‘

rivaled the sessions which were to follow.}
Jack dispelied some of the notions surroun

Based on the participant evaluauon of the workshop, our pur-
poses were achieved and 1n some areas exceeded our expecta-
tions. Participants, while constructively challenging many -of
the“presenters on their apprpach to the development of new
techniques in higher education information management, also
exchanged |deas with one another ble opinion,
is one of the true Yalues in bringing any group of people
gether. (Though many of us realize that the grass is not always
greener on the other side, we frequently need reinforcement of - -,
the notion). When such an exchange of ideas takes place, peopte-ts
quigkly realizg that the techpigques being explained by the pre-
septers are not so far away from the way they are dctually per-
forming. But because the presenter is operating in‘a eontrolled
environment--a workshop—it appgars more organized. : .
L]

\ %‘" ’ . S .
The MIS/CIR Spring Workshop in my estimation and 1n thuse
of the participants accomplished its objectives. It pruvided both
expusure ty new management techniques and a forum for the

true exchange of ideas. The appropriate credits, however, belong

pussible. Thegr names are listed elsewhere in this ducument.
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The Role of Plannitg and Management-Systems =~ . \
~ ~ in Post-Secondary Education - . . o
, . Jack Levine . ’ R D
’ »  Consultant© Wt T I
U.S. Office of Education * : - |

The arts of planning and management >y>temsdeve|opmeq;
and implementation are well developed and ready fur iitro-
duction into higher eduwtnun un 4 scale never before pussnble.
Costs of informatiun system |mpruvement dare lower, and
potential benefits are greater than ever betore. And yet, after
many years uf discussion and-research on the problem, most
coulieges and universities dre several steps away from reahizing
such a potential ¢ good, well rounded system that would
help them with program evaluation and management contro/
generally From my own experience | am awarg that this
seeming inability o draw un the technotogy that is available
isnot mainly a technical problem. The problem of manage-
ment refofm,-of getting bétter information to make better
decisions Is mor¢ a social and educatuonal problem than 4
-techmeal one. In my ;aik today | am gonng to expand on
this notion.
‘ Q

L To begm with, | am £0ing to suggest a4 way -of grappflng with

three important problems 1n blannlng and anagement system

development  first, the problem of understanding the basic

hature of planning and management systems in a college or'
" _r.university; second; the problem of usmg'thls understanding
tu establish d|recl\|ons 4nd priorities for infoymation system
improvements, and third, the problem of actually 1mples
menting changes in\such a way that the changes wril be
perceived by the me\nbers of the institution as beim gower-
ally supportive of thc\r nstitution’s goaks. In jmpary, then,
+. what isa planning and management systemn, how do we build
uhe, and how do we get\t tq work smoothly and usefully?

Perhaps the most /mportanx\ th/ng for people to understand 1s
Zhut every college ur u“\_mersm hus the kind of planning und
. management system 1t desen e\s Any su calbed planning and
management system or mdndgwnent information sy stem i
_nothing but an expensive exercisg if 1t does not’ reflect the
perccuved needs and interests of the members.ot thecom-
mumrity it 15 supposedly serving  The fidelity of this service
g5 cert,alnly more rélated to the goals anq ideas of the prople
who dre working in the mstntutmns than 1t1s tu any abstract

_ scientific notion of what a management |nf0rmat|on system.

should be. \ : N

One of the fundamental conclusions that emeérges from aur
work over the years is that the processes of educational re
form begin in the minds and hearts of educationdl managers.
Without a serious resolve on the part of these people, any
attempt to overlay improved information and planning sys-
tems 1s likely to be of little benefit. The educators in the

©»
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<

institutions considering i‘mpler:nentlng new systems have to \ .

understdnd that it is fiot the systems analyst and the systems

that ‘will be primarily responsuble far the success of infornia-
tpn system change but they themselves  the manager$ who
will use the information to make better decisions. Better de-
cisions will be as much a product of the resolve ta make better
degmons as.they will be of the quality of the management in-
formation system - o

y
.

So while the technology for implementing |mproved p!annmg
and management systems is well developed something else is
nece ssary peop/e have to be ready for chaf]ge .

.
’

Analyumm\t;;tsllored to the needg of the institu- .

tion using them. Com r programs are not readily trans- '

fered without a friendly pat on the back and-a bit of brushing

up. They may even requure substantial modification. But

management’information and plannlng system development

in a university or college is likely’ to be much more than ‘tech-

ntcal tinkering, it is often avery fnventlvefiourney of self dis-

covery.. Any development program must have the following o

» A clear methodology for ipvolvn'ng those that are gaing to
‘be affek;ted by the,prOgram In its deéign. .

. Contunual briefing sessuons for hcse individuals as the  *

" system is being dcv%loped and im l mented

Ll

¥
temonce Lot

;l E xtensive training programs in the use of th
. N

it isdeveloped. Y

)

® A curresponding professional development program ‘n\‘
management and planfiing to improvg the skills of those
who will be using the systems. ; . e
Fortunatel\, most educators can readily gr:!sp the main |deas '
~underlying the system deyeiopment for the subject are nerther
as difficult nor as techftical as most people think. The gen-
gral plannlng and management’system needed er any cojlege

or unwversity can be broken |nt0 four parts

-

.

-~

u . Basic 'l'(ansactlonal Sys'tems. ., ‘ - 2 -
" . r
-8

u Statistical Reporting 8ystems.

’ . . . l,.

. Dl - h .
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The fust'o! those, the Basic I'mnmuhw‘ml Systems, dre
There must bé o
student and, 5unu‘1. sgountmg system tor lgoking after s

needéd by-every Lollege and universily

iy - o day upetations
cadmutted, wided, churged turtion and tees, and assignéd to
chusen wourses Statf members have o be hired, wsigned
Lisks, and paid

Students have W be recruited ana

The physical plant has to be hwoked atter,
L Andmany kinds of equipment and, supplics muat be pur
Hased A 0T this requises infurmation based, 1h most ”
. vy, on Lairhy tradiional provedures ot educational admin-
nén.:t|un,llmlw.wuntms lvn short, lhc»c' systeMs explain
what muncy s b spent on Tgther than what 1" s bemnyg'
spent huo . . '
Stalissieal RLD()I tng S\ sterms draw, to some extent, on he
Bavie Transactional Svstems tor intormation such us uper-
dling statements aid balance shub, enrullient vounts,
student’redenables, und agounts pavable Nowadays,
hotvever, the t giedl »t&tvslt;ul repurting system has o go
bevand these rather basec |L.pU”\}(’J ew ones requinng ad-
ditioaal datd>uch 45 studentreports that analy ze the
charadieristies, suctdl ongin, carcer paths, interests, and ideds
wlstudents uid speaal St repurts thit may relate to edu-
catisnal expeliency, present work, protessional data and
bachground ot statt micmbeys,  This information s used to
generdie repot by Lo meet regquitements of internd planning
Lummitttcey, Buards of tiustees, state buards, USOE, etc.
I gencral, those svstems e concerned with histonieal
mivrmagon N LLH‘dL tu the mpaet of docmum muade in
the pavtand how hSe deusions ought 10 be changed

The thind J?}k:, Planning and Budgeding Systems, deatbs, un
the uthed ‘n.lind, with tuture decisiuns, No hield of rhanage-
ment respdnsiblity i education s mgreater need of new A
touls tor decsion- mikvm, , the resolve to make .
hetgu phmx and to seek thu means fu[ making more con-
‘\Idugd chuiees 1s cven more important than the analy tical '

Iinstrument T . AT

However

. .
“What will give us gorg eftective p]&nnmg, dnd buqbclmb The
Must Impur Lant afiswast ethlt we “freed to bring duadermic me
amg and Hiunglal hudge ting oto 4 harmignious rxl munsjnp ]
with cach wther, This means we need a4 bridge,ot sgme Rind o,
link the aspirdtiemisol the educator and the practreal resson-
ings of the financial otficer  Hcolleges were managed a hittle
more like businesses, ihc_mukc“hg concept would readily
provide & voneeptual scheme
. student aceds and henee Yo uunmumb, needs ot the educd-
bogal serviees dulaverdd It 4 cartan el of student enioll-
" oent s judued To b ceonuniically u'sum il to the future ot
anvegiven imsttutien, then “the faculty dnd fdmmutulnm
wnpl\, have 10 otk m,uhu torachnese that anrallment
Such an mpprogch s a paratic m pulitial Tife, in thu,

a4 fucus un the relevadee to

"

leved

dphorism that the fist duty of g stdtesman s to get elecied

- terndl datd ds Lan be most readily seen in vugput of goals Te-

- A
of woipen have to say. about institutional desclopment pU|IL‘i9“

otherwise he could never implement his pulicies no miuter
what they are  In cducation, we havecalled this coneept en’
rollment management  tt imphes much more than informa-
von system-deselopment although this uspect s important.

) L,
bt seems to bs that vne of the main ebjectives of any kind of |
plarning dne 'udgctm;, system should be to reduce tuture un-
Geftaintics and,risks. This objective ma imply stveral things -,

ﬁ tter hnowledge of probableé futurc cupditions, more careful
oﬁ)mld‘.ratwn of alternative plans that J—UVHJII with future
«,éndmuns manipulation m\ t the internal and Lxlund.l envit v
rqnmgms o achieve dusnrud\tmd otherwiserunubtainable, fus

ture states, and stockpiling lupO{)SLS to posmbic.su rprises -

thiat mav turtt up as the scenarios of the future unfold.

i . :

In chm,s ot the present-day dcadcmu management stylc thc
challenge of modern upproaches to planning and budgetipg «

can be bluntly stated- abandon the traditional budgetary '
philosuphy of Intuitive incrementalism in favor of an attitude »
that embraces bolder ihnovgtions and more rapid change in-
acagemic goals, programs, and learning methouds. ‘

The |n1p|emenmnun of such 4 system costs muney, dnd the
benefits dre sometimes hard to quantity 1n advance The fact’
1s that the implementation of a new plunning und management
system ty picaily_ creates problems. New fuacts and new ana-
ly tical tools open up ned aregs for problem definition, and
they do muu than just make problems moye specitic and
choices bu\wm alternatives more scientific and more con-
sidered  Herein Ires the essence of modern refoim in educa-
tional budgeting 1o intreduce a new, cooperative _m'od’us
operandi amony all the principal communitics of the college )
lt).InSerC'nUl «:nly LS SU'()l\dL but also its Hexitality imde-
fining and respunding to the needs of uut dmngnng’“swlcty

b ¢ £
The fourth dica, Oulpul Evaluatior und Gml’s Réview, com-
pared to the historical analysis and the understandirig uf
cost revenues of the other areas, 1s esoperic ndeed.
Suoh questions transcend proydm' analysis and choige be-
tween dlternative urricubum structures and teaching methuds
(,umpdrgyu custs or options on methods ol INstruction may.
cnable a University to improve its futre resuutce management,”
but the g,udis and vdues st tor it will determine whether or »
nota dcgrcu Progiam in particuldr wea vap even b\, oA
conte mplated - . , N T

. ¢ . o .

. . . .
This ares vt management requirds ¢ higher proportion of.ex-

view which Becomes intmately dependent on socral rather

. SN .
How are the needy of Our society
How du graduates now -~

than insututrondl research,
or our-area of the nation changing”
view then educationadd expetienues” How s the demand Tos
vartous shills shifting What does the aceclerating hiburation

“ .
» .




How will I|fewm educatlon Lonwpts dffu‘,l the Lampus?

. These and other” qucsuons certainly démand mformanon ds ’
“well as very. Iargu dollops of |udgument -

. i

One of thwromes of planning and managcmunt system de-

velopment in higher education has bccn the'inverse relation-

ship between the costs incurred and the benefits derived 1n

¢ach of the four arcas. Large sums have been spent oncom- -
. puterized Transactional Systems where the educational payoff‘
+ is least. Moderate sums have goné into Statstical Reporting

,Systems where benefits are moderdte  Little has been spenton
. Planning and Budgeting Systems where the payotf 1s vety great.
. Almost no svstematic effort has been devoted to the conscien-
; tious evaluation of g 1,oals where- cdsts are relatively small but
| potential benefits astronomical: sy - - :
| g :

How ddes unc approach the dwdk)pmcnt prublem” Just a5 &
| university can bengfit froma ma ter plan for future facilities

and program_activities, 5071t can icncflt from,a garal el plan

for its overall planning and management necds  Such a plan

is not really very hard to formulate nor necd 1t be complex . 5,

' and smartly integrated 1n all of its mamfcstanons Butit can

<

be very useful

< .

Planning the functions, structure, daga ¢lements, input and a ] N
cutput characteristics at ca h f the four system levels we .

have described gives the fol[ ing benefits -

" Clanfles organizationalsstructure, job responsibiliyes,

i l A general plan. '

< » s

‘ : ! .
, .
\ : Loy
Y PR e . :
. - LA

w Component systﬁz‘m's ,déf"med. ‘

. % « ¢

® Component §§t§ten1'§ flow-charted with data and definitions

¢ - .
.

w All of the foregoing plus selection of and/or wntm’g of
specifi_cécomputc'rprogra’m& '

. . 4
oy S

While planning mcthods are obvnously affectcd by the level of
\de'tarl that is decided on; the process also has a number of
r commcnded Stops that-have provcd hclpful in our exmmcnc&,

B |
. U

t

% Confirm org&nizanonal structure .. )"

;?\ h inforthation sybtems furm and wntcxt depunds im thu
ds of the peoplc who work in establlshcd relatiohships at

ther appomted tasks Hence the first step In an M|$ plan s

tmrecord the éxi§ting job structure and prmclpal duuLs

af cted by the plan. Any md)or (;hangcs now fgrus(.un .

shauld also be nbted at this stage. . . : ‘.

+

n ﬁdonnfy.perccwed mformauon heeds.and mformatlon *
-flow. ‘

.

. o ‘
+This step 1 csseﬂually an infurmation gap‘analysis, It en-
abled the MJS plafiner to see the dutline of the system re-

. uired,-existing or pon-existing. ‘Part of this step consists of
along with related iInformation needs: 4 : & g "l P
. , 1revie p’rcscnt or proposcd computer hardware and com- .
. uter center staff In some cases ucsuonnalrcs mday prove B
+ W Throws ||}5hron h|thcr,w non-existant or hiddep policy . Escful 4 n P )

Jassues such s credit hour -definitions, Slanoadmgrulcs,

space unh_zauon,dpd{gtrlt{on: s A

] ~ .

® Promotes moreopen, couperative decision-making by
tacum admunmistration. ‘ '

+ . [

.

s

-
’

- Hclps aséure there.will b¢ no smoue £4ps 10 system
compomms ’

LN . yoo
$ . ’" C
.8 Focuses attention on the costs and b‘fgncms of mforméuon.’
®, Reduces duplication and uscless reports
w -Confributes tu eumputer hardware and related staff plan-
,ning by making pussible a Lohcrcnt statement bf probable
prncc'ssmg loads of future mtcrvals
. , . RN
- Requires thc’dccfsuomm’akcr's io_makc conscious analysis -
. of their information’system ovptions and tu make formal
decisions oty system development prmrmc dnd Tmple-.
mcntahg\ tﬂmuablcs. - o,
ra s .. >
In the bdl‘;r_wce sheet of benefity Wh‘nu found tu vur surprisé
that the self-cxamination implicit in du»clvpmg ‘m‘MlS nﬁ‘asgcr
';i[an is olten as useful as 1ts more vbyious results,

- ’

. ‘ o

RS

- .

N - &)
. ML .
' . . . N .
. N . ' ! 0 - ' i !
. . v . . . P ‘

wt Remw- fmdmgs n relauonshm}o standard structure.

*Cheeh the current findings dgainst one of the man stapdard

.

chechlists nf needed systems noting any dehiberate omissions
- from the cmcrgmg p{an as chI as fcatures ncedud buLnot in

one of, thcsc hsts . - .
i Set-up the nceded sysfms dcvélopmcm steps for pnunty

. decasnons on impleme g,auon Vs

LAY

Smcc not all clements i the- systcm are cqually important or

" of compdmblc |mplememat|on cost, the users uf the propused

system should decide what to do fist and why A decision
matrix can be useful at fhis stage laying out options 4gd
§tating ersteria recommended for deading priorities, costs,
benefits, Iapsc -time nieeded, internal resources negded, k-
ternal reésources, cormputer. implication, etc,

r
.
»

lec‘ahy other.set of plans this master plan needs 4 formal
implementation schequle. When pepple's working envifon- «

. * mentis 1o be changed, souial-aspects of making the changes

must b&carefully considered  In information system changes
and mdaagcmcnt and planning sy stems changes the penalty *

for 1gnoring psychological factors uqn be severe  to thy puint
where the system bceomes"d_wnch word and 1ts implementation

Y . LI P

2
~—e s

s
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Aburiveor wo s\ unplu#\ull.nmn plan thus should bcl,m

“with onc tation .uld the involvenunt vl m.m\ pu)plu espe-

ey, those who nay puiceve thygproposid Lhdl\bg\ ds

threat or gUicast acause of uncer tanty -
- «

) -

™ I nllul‘hd bolure, aconsuous progianiol DIU(L‘\SIU\HJ
devdlopment enhaned U managei il skills ol those in the
AR IS Is dnecessity 1 The new sestems thatmire being de-
vidopuedare 1o be used to the best advantage. lov otten those
\\.uhln Ihl umu:xll\, dare not L\pusud Lo cunsagus program
oF AN rmm—ﬁt’vﬁupmml amilar to that used 10 privale
\ turther pmhhm » lh itottentimes the imeentive
syster mlu nyntn the hud;,umg puMss 1> such that it
wtully i n.xlus thuse who doa good jub ot planning and
anivsis e 1lhu than rewarding the ntor their etlorts A
cose ook wali hm b be taken at the way in which this 7
Pravess s caiod on il .m.llysls s Lo Tave any 1ol meaning

" . . -
Suttic LG ol syt ApProacit o unisersity planning
i Dudge ting s that ﬁ)p!umnl thion ol such an .nppFoqxh
TposesLesdrious it to ll‘«, humanistic guahity ot higher Ld
Uuditon .I tow the unsy »uqum and spbjeetive .ipp:u.luh lo
hkldgklll"lh‘ which now charactorizes most A\metiedan universi-
tes can be mure bumanizing s difticulto conceive The
planning process inmuost UPI\L(\HIC\ 1% ad hoo ratha than
comprchonsive, tosponsive rather thananticipatory, decen-
tabizcd and tragmented rathes lﬁ_.m cohesive and integraled.
Deastons on the dllocation of searee resourcees are frequently
madt withoat the beneht ol aceurate mtormation and higor-
aus andvsis ob e way mowlhich the atHocated icsourees age

borag wsed 4ot achieving wstitutional purposes There is

Saeghy any wrigus attemptat tong range planning, and

, o

MR At . ’ v
. .

o "
gven capital impiovenierits projects are undertaken with
littlerrehiablé intormation on long-range program trends
Respongbilitits for institutivnal planning and budgeting ot
often poorly defined, and the process of budget-burlding ts
often conducted under the stress of thne schedulesswhich
make warctul andlysisimpussible Courdindtion ofthe -« -
various_planning and decision-making seetors ol the-univer-
sity’1s ol ten non-exislent ‘( . ) '
{ ' .

A better system tor obl‘unmb Fonlru] ul the operdliong of the

« university should serve to m.xkc the nstitution more respon-
sive, under humane LdUCJllOﬂilI lcadership, tu the needs uf
. human beings. Obvivusly, nu lcchnoluby much less the
technology of tinancid management, s in self a guarantee
of human freedom, but neither 1s techoology 1n |mlf an
enemy of freedom. The effect of technological ddv.mcc s
always 1o test the ability of human beings-to employ-a new
contrivance to enhance the ygality of ife. This, taq, 1 the
cffect ot the new application of management science 1n
education With humanc cducational ledders, who have de-
veloped shallin this new technology , the indnagerial revolu-
tlon in higher education shguld only lead 10 4 greater respon-
wcncss of the vrganization “f the uqunvrcmcnls of mankhind, !

~

\ATcrc it nut tor the persunal gifts of ey administrators who -

. managc to'obtain acceptable results inspiie of the sy stem
th‘bllUdllUn would bu intolerables’ But LlCdf') the prcsunl
procedurcs for ruachm;, resouree .lllumuon decigions are
not the cause of humanencss in hlbhcr cducation On the
contrary, the existing system s vae of Lhe obstacles 1o
trulhing the processes uf the unlvusll\, lor maximum yrvieg
to human cnds

n-

.

&
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The Progtam Plannmg and Budgeting System (PPBS) 152 pro-
cess by which priorities among the kinds of servicesa college
may provnde are weighed, objectives are stated in operational
terms, alternative means t&accomplish the given objectives

are ar@lyzed and a choice among competing means is made
under criteria Of efficiency in_the use of resources.

[4

The objective of this session' 1s to share wnh the pamcnpants
a congise summary of work imvolved in planmng arrd |mplc
mentinga PPB System.’
. ‘
_Fhere will e discusston on four basis 1ssues inherent in the
dcvelopmerTL of a PPB system in higher education

y 2
® Howa ﬁ’PB“sy stem’ for 4 college can be developed

u.

-

.2

& What oulqu measures, pafameters, or indications
are most appropriate and how they can be organ- ‘
ized. -

® What kind of analysis 15 appropriate for a college setting
and how 1t can be conducted.

® What are likely strategies for development of the svstem
in operational con texts.

Planning, Programming, and Budgeting (‘;apability

An institution’s planning, programming, and budgeting
capability s evaluated by doing the following
H

" Locate PPBS decision points.

.o

0 Once the decision points have been located, the func-

~ Workshop _
p - MIS--Prograni Planmng and Budgetmg

Joel 0. Nwagbaraocha

!
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L2
" This cbmpanson will ldenllfy posmons that should be
§nvol\¢ed in the;p;oc»& but have beén excluded, as well
as superfluous componcnts \

%

.

.G 'l"he PPB system shouid be a closed-loop system. A
" cyclical process is establishied with each compopent
receiving Input from a component or components ‘and
providing outputs to another component so there Is a
" continuous process. .
® Recommend lmprovements in the PPB system, |nclud|pg
therocess, time frame, and participants. ‘1
6 Recommendations for improvement may tak  man
forms slich as mcludmg other components i in tbe pfo-
" cess, chénglng the cycle itself, and establishin an office
to sausfy an unfulfilled function in the PPBs stem.

Planhing

The PPBS process is, of necessity, activity oriented. Xfh;s
means that the entire operational proccss ‘centers abopt the
ability of the institution to translate missions into goals,
goals into obiccuvcs oblcctlvcs Into actiyity areas, and
activity areas into activities. The activities are then classi-
fied (programmed) and budgeted, and performance data i
gathered to allow an evaluation of the activity. The evalua-

uion results then serve as nput into the next cycle of the

PPBS process.

The institutional mission formulation process 1s the key-
stone to all institutional activities. While the formulation
of the institutional mi%sion is not a part of the PPBS process,

-identified.

tions and groups mcludcd In thc PPBS process can be

it feeds directly into the hlghcst level of the PPBS process.

.

. De}ermmc if a feedback tmechanism exists in the PPBS cycle. .

-

.y a ) In addition, evaluations of institutional activities may play i
-

® Determine the PPBS cycle. a role 17 updating the instituttonal mission, The missjon 15

S To ch he PPBS e d “th ' of usually determined by external forces and 1s incarporated
do chart the dcyhc cf elermine ; € sequence r d tn legistation. Thus changes in the mission itself are accom-
ectsion points and the functions and groups involve plished ovek a fairly fong period of time,
. at each decision point. r oL

» ’

~

- 4

The mission ttself, however, s the basis for the long-range
planning process. This 15 the first PPBS activity. The long-
rahge planning process consists of |nterprct|ng the institu-
tional missiun for purposes f furmulating goals and objec
. L . tives. This long-range planning function 1s usually accom-
. : : Lo plished by one specific group, supported by information
» Coumpare the existing PPB system. tu the model PPB system. from almost every area of the institution as well as oUtside

L ld,cntlf’y long-range plarihing activities

o Activities included here may be multi-faceted fur a
spe»ml purpuse daclivity such as an Academic Planning |
— Commuttee. !

ERI!
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The Prog“ram Planning and Budgeting System (PPBS) is a pro-
cess by which priorities among the kinds of services a college
may provide are weighed, objectives are stated in operational
terms, alternative mea‘\s to accomplish the given objectives
are analy zed, and a choice among competing means is made
under criteria of efficiency in_the use of resources.

The objective of this session is to share with the participants
a concise summary of work involved in planning and imple-
menting a PPB System.

.
‘

There will be discussion on four basis 1ssues tnherent In the
development of a PPB system in higher education

. s

How a PPB system for a college can be developed.

What output measures, parameters, or indicatidns
are most appropriate and how they can be organ-
ized. *
]
. “
What kind of analysis i1s appropriate for a college setting
and how it can be conducted. '

< «

What are likely strategies for development of the system

In operational contexts. .

A

Planmng, Programming, and BUdgetmg Capa,bnhty

An msmutloh 'y planning, programming, and budgetmg
capability 1s cvaluatcd by domg the following

L Locau: PPBS dccmon points.

“

N

U Once the'deGision points have been located, the func
tions and*groups included 1n the pPBS proceSS can be
»dcntlflcd s ]

-

’

Detcrmme the PPBS cycle.-

0 To chart the PPBS cycle, determine the sequence of
dccmon points and the functions and groups mvolved
at cach decmon point. T

*

-

Idcnufy,lqng—rangc planning activities

~

¢ Activities included here may bo mult-faceted for a
t sp?clal-purpose activity such as an Academic Planning
} .
‘e Committee.

.

o .

Workshop
MIS--Program Planningtand Budgeting

‘ Joel 0. Nwagbaraocha
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w Compare the existing BPB syst¢m tu the model PPB system.

’

i

e

© . PPBS process. -

S warmak

2 This comparison will identify positions that should tge
involved in thegprocess, but have been excluded, as well
as superfluous components

b

»- Detefmine if a feedback mechanism exists i the (PPBS cycle.

.© The PPB system should be a closed-loop system. A
‘cyclical process is established with each component
receiving input frdm a component or components and
providing outputs to another component so thereisa .
continuous process.

® Recommend improvements in the PPB system, including

the process, time frame, and participants.

o Recommendations for improvement may take many
forms, such as including other components in the pro-
cess, changmg the cycle itself, and establishing an office
to sausfy an unfulfilled funcuon in the PPB system. Py

*

Plan;ling !

The PPBS process s, of necessity, activity oriented. This
means that the entire operational process centers about the
ability of the institution to translate missions into goals,
goals into obyccﬁves, objectives into actiyity areas, and
activity areas into activities. The activitie$ are then classi
fied (programmed) and budgeted, and perfermance data s
gathered to allow an evaluation of the activity. The evalua-
ton results then serve asinput |nt_<2 the next cycle of the

LI

- N

The institutional mission formulation process ts the key-
stone to all institutional actevities. While the formulation
of the Institutional midsion 1s not a part of the PPBS process,
"1t feeds diréctly into thashighest level of the PPBS progess
In addition,‘evaluations of institutionat activities may play

. arole in updating the institutional mission. The mession 1s

usually determined by external forces and 1s yncorporated
in legistation. Thus changes 1n the Mission itself are accom-*
plished over a fairly long period of time.

K]

The mission 1tself, howewvas, 1s the basis for the long-range
planmng process. This 18 the firsk PPBS activity Thelong:
range planning pracess consists of Interpreting the institu-

tional mission for purposes of formulating goals and objeg
tives. This long-range, ptanning-function is usually accom-
plished by one specific group, supported by informat:on

from almost every area of the institution as well as outside

8

I




-,
~———

/

. .
« P

v b

.

agendies Typitally, the president and-or vicesprestdent
préside over this planning group, which should include

heads of major admigistratinve-units Input should be re- * -

ceived from externalources such as groups in the service N

area and groups thatflegislade appropriations or respensi .
] bilities i the instituion

The shortrange plghning process is the means by which goals
e ‘ dnd‘bb;cuvics are fransferred into program acunities for a
shory period of time, usudlly one or two'years This process
N b Ihgig‘ respopsibility ot the institutional planning group The
process consists of determuning a sesies abactivity areas, cach
with J dctmnc‘ub;cclsvc'%d with measurement criteya This
process sometimes encompasses the preliminary budgetary
e by dclcrn'unfng‘rcsource requirements for activities and
$ by making recommendations 1o the president of. the instity-
" tion tor the ulpmate resource mix

¥

= The short range planning process culminates with .the opera-
. tionat plan, which stipulates the operational activities and re-
sources fog the major admm?slr‘mvc units The major administra-
*, e units then have the responsibility tor implementing the
short-range plan The major administrative units are accounts
able-for the resourtes assigned 1o thewr areas and the alloca-
tron uf those resources 1o the planned actinaty dreas
, ~ . .
The next con“npuncnl in the PPBS process s the activity areas
The activity area iy the level at which mplcm’cntahon_ oceurs
. As such, this argr should have specitic Ub]CLII‘VCS which serve
as opcrdlm'ml‘l.ngeh, thewdetinatly areda must have measurement
criteria which ape refated to the objestives and which are gufan:
tihiable enough to atiow mqfxsnrcmc‘nl The activity area must
also be atforded a resource mix The resources will be a com-
tination of human, tacihity, and support resources, and 11 should
be possibic to refatethese resourees 1o planning budgeuryghig:
ures Theactiaty area tHen gssumes operation of thé program and
proviston ot C\WIUH-!CL!ICd operational data
¥ / ' N
Ange planning component should have the responsy:

»

bility #Or goat tormulation and activity area determination ire
connetTion with the fong range planning cydde of the institu-
X toh The short range planning cdmponent should have the

» 7 same tunctional responsibilities with the additional responsi-

g

/

P evaluation critenia The maor unit adminsbiation componen-

" bility ot determiming shortrange resdurte sequirements and

ts have tunctional responsitifhities that entail the determimation
of activity areas withm their umit, the determination of 1e2
SOUTCEe Tequerements, in dcmﬁ for those activity areas, and
the donduct ot the actiSities, uuludl\m; supplying evaluation-”
Erelated data The operattonal areas pc‘rimm the detatled re-
g U reguirements determination prodess tor their specifie

Program areds
14

>

»

Additignally, the operationat dreas conduet the program
opergtions, under the direction of a major unit u? :qdmlmslm—
’ ton The actvity evaluation component pertorms the evahua-

~

PEEN . ~ .

ERICT Co

'
5

ton function, with respect 1o the operational areas. The
administrative evaluatton unit performs the evaluation pro-
cess with respect 10 major units of administration The
nstituttonal evaluation unit performs the evatuation with

y respect to the overall nstitution and rts Tong-rnage and

short-range plans The phanning support group supports all \
evaluation areas with aggregations and manmpulations of
evaluation data that have been’supplied by the other com- . \
ponent areas through the institutign’s information proces-

sipg capability  The compeonents of a PPBS are graphically
reldlcd’m Figure 1. ’

Programming

The détermination of the manpower, materials, and facilities,
required to support a program so that inputs are related to
outputs by lines of action through an information system is
known as programrhung.

The word program in PPBS does not refer to computer p—ro- '
gramming, but rclatesh‘lo the activities of an organization that
are based on desired outcomes. Programs are the fundamental
groups of related activities around which an {nstitution 1s or-

ganized and upod which 1ts policies are based.

lers difficult toadentfy 1deal program structures. Lach insu-
wtion must develop 1ts own program structuye. There are as
m HWMCrcnl ways of pulling together a program structure
as%\ere are people who attempt to do 1t The basic prihciple
of an ob;ecnve-gr.;.eﬂfcd program stiucture 15 the'grouping ot
actvities Ih,u-’s’crvc the same purpose The top level ot a pro-
gram structure should consist of the broad categories direc-
ted toward the fundamental objectives of the institution. The
lowest tevel should be comprised of the programs that have
betn implemented as the specific means tor moving toward
the end objectives 44 >

A program should-have the following characterstics

n ific olectives and functions
[ N N . ’ .

m MpiSurable inputs and outputs {even though asz{ccls ot -
J,A)jmpul'may be ditficult 10 quanuty)

.

‘m Authority to mahe pulicy decisions buth ay to objec

tives and as to alfocation of resources to meet those,
© objectives. .o

® Relationship to larger programs in the institution

.
\

v
- - N
.

- Al .
Any of the db{)»c o1 a combation of the above may be used
t sypecitying progiams Once a program is identified, a per-
ttnent guestion must be yshed 15 theé program agroup of
nterdependent, closely related servies or activities that -
possess or contribute 19 a common objective ofset of allied .
objegtives? Is it a pachage of sub-programs, cléments, com-
ponents, tasks and activities?
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. Budgeting | g ’ Devising a Program Budget for a College C oot

Program budguhqg rclatcs w-&h}uxput -oriented programs, After d o . : S
or activities of an_:mmunon toApecific’resources that are, ter determining the long-rangg objectives and purposcs and

then Sta;c.d'm{erms of budgptdollars InPPBS, both pro- * defining a program along with the measurement criteria, the |

L mEand resources are eetgd for at least several years next step Is to devise a program budget. v .'
.o "% nto the future. Emppﬁ?ﬁ upon outputs, cest-effectiveness S
ethqds, anmngtechnlqucs long-range obyccu\cs ® The number and types of the propc};ed program,s W'“ be
nd anxlytical gdols fopdccxsnon -making The most impor- listed. . A
tant sthgle 1€k that Must be accomplishedin, moving to this, T
hnd of ffanning 4nd budgeting 1s the development of 2 ,/ ® A statement will be made of the objective of cach program.
¢ 'prbg;am structure e . . ‘ ‘ L
,¢ m The resources and output characterisues will be 1dentified. .
f‘,"The mpJem‘emanon of program budgeting requires substan- - - ' |
tial increases in accounting staff, developing a separate depart- ® The sources of income generated Wlth'n ?Ch program will ‘
' ment for budget planning, and systems apalysis and appraisal. be idgntified. . v e y
Such an approach will point In the direction of rational dssess- - oo ) , |
. ment of the effects of financial input Into the system in terms -~ ™ The ume dimensions will be determinegd.  *° &
of output services for whoch the institution operates Three ) -
., additional approaches could be takc-n in implementing the « m Some budget formats will be displayed. |
proggam budgeting ' . y ] |
- ~ . Fl il }‘ * :
. 8 Programming tha full implementation over an ex tended Program Resources, or lnput - v .
interval, such as five vears. .. : ‘

¥ T ,
The input, or financial and nonfinapcial resources, for eagh
progran can be distributed among six categories as follows;

- K
- 8 Restricting this form of budgeting to selecied programs, -
' posmbly on an alternating basis. -

-

T« - m Personnel cm}aloygd the numbgr and,"ty'pc of positions )
n Expcrnmcnnng with pilot proﬂ;ecxs of different SIZCS, required for each programand the average salary and
ty pes, structtres, object ¢s, and programs in the work-load |n each position. Examples of some of the
Insttution positions are . e
B . * . - ¢ o -
The conversion of the tradrtional 1tem-budgeting to program .~ Professors (hFuII, Associate, Assmanf) . |
budgctmg requires application of the principle of allocanng - lnét;uctors' ) . . ‘
the various responsibilities, in accordance with the level of N . ‘
a Lecturers . .

complextty and costs, to those with the appropriate re-
sources of leadership, r\nowledgc funds, and hardware.

4

Teaching Fellows,;G/ad(xa'.e Assistants

.

T Administrators” ‘
The charactenistics of traditiongl budgetary planning are as : /) : . X

follows ' . ecretaries
. » Minimal and fragmentary planning. i i o Librarians ’
L ' . . " Building and Grounds Workers -
' Separation of fiscal and program planning activities. . / ) I . . ‘
’ ’ , ot - - L] Siudents the number in each of the instructional pro-
t ! w Generalizedconstderation 6f academic programs or | grams, lncludmg full-ime and part-time islatcd as full-
anstructional areas and therr output conseguences. . o nmc cqulvalcnt.) .- -, > N
oo - .. s ' e ’ .
- - '"thomrast the program budgeting concept, inherent in trfh * . ®m Clags size ratios the average class size for each of lhe '
PPBS, cm‘phaslzes lang-range planning that integrates cost . - |nstrucnonal pragmms . ) e ot
accounting Into the process  All programs must, therefore, . * " ‘ ot :
: be definitive before a price-tag 15 attached In addition, and L] Insirucuonal courses. the number and description of '
ofequal significance, therc should be_a voncern for a deter- . the courses in each of the instructional programs
mmnation of the program’s mcasurdb)Q output. ‘The general . . g . )
acccptancc and wse of program budg;tnng by an institution - ®m Supplies, equipment, and:furmishings  an inventory of
’ wnH résult in significant educatronal, ds \{cll as fiscal, man- mal?nals and a listing of items requested to be purchased
. .1gcmcm Improvements. { . - for each of the programs.
P |
0 .
Q . ros A 8 i o .

ERIC ) N T A T

A ruiTex: provided by ERIC ‘ . P 4 —_—
N . .




- ‘credmng associations.

.

. = Self-evauation by tollege and universlty cqmindittees.

~ T . ) R ‘e A o ’ PR -
T v . 1y <L <
'.‘. ( . ‘ﬂ,. ! ‘ e . . . X
C , N B T e Lo
' . Phystcal faCIllllf;S' an mventoty l&ung of the number » Student ‘Faculty, and Staff Servcces T ,7‘/,Z~"»'
. * square fegt ‘and ytilizatidn of classrooms, off"ces, ' o '® Studént activity fees o S R ‘ .
laboratorres and hbrarles” o N ) ) ) .o, ’ oo, T
-~ R Lot . . ® Athleticincome Y - e :
. Program Outpur RN ‘ o o T T
, The output for cachﬂprpgram cah Be ld'entlfled as follows " . Room and'board fees LR - -
. s, \5'5 ) -l'.,‘ . ‘m .. M )'. N - . ”"v “‘
L] Degrees tne msmber dnd type of degrees granted R 3 Food servnces' cafetena sales ‘ o
IS ¢ ! 4 : " . A - . ’ "
'® Degree courses:_the rumber ofstudents 1n each major * ® Gifts™ & v s o
D and«elecuve course the nymber of student credit and ’ N ‘ “ \ = EEE :
| class hoUrs provided. . . ® Parking’ S X 5 N
- [ N . Lo . . o ‘e . .
. ler'%ry growth:” the nurnberofvolu es lp melrbrary = Health service fees = - . A X R
R \ . ‘ B RN S L
l Research and scholarly publrcatlons ex\faressed in terms . "Goyernmet grants ' . P [ //,//.
to. o of rescarch grants and researcb publlcatlons ) ' e S . R
el v+ - 'm Library fines , LR e
® Con'tributios of the institution tQ the' communlty ‘ T R A SN
expressed in ferms bf lectures, cultaral gvents, artex 2 e R . o
hibits, and urban and community projects. - Public Services e L e
’ y projec % N
. y ® Addmission fees to cultural évents :
(] Standardlzed test resufts” performance ofstudents on ’ v ‘ . ’ ’
. siandardrzed'testsgiven in the freshman and sen|or years ,® Fees for.noncredit courses . - LN,
and on graduate admissions tests. . . ‘ . .
- ) ' R ‘ #~Book sales . T R
:- 'The-r'»urnber'pf seniors admitted to graduate schools. " - \l‘ '
cT T Research and Development .. .
® Alumni guestipnnaires filled out by alumni giving a - - e S
‘pe'rsonal history aftér receiving their degrees, listing .,® Government gifts and grants o e
! positions, salries, partrcnpatlon in conimunity affairs, .t ‘ : ) P w
graduale studies, and thelrevaluatlon of the institution. " Industry grants . : .
\x - - ’ . . . .‘ ' ' N Y //‘
, un " Evaluations ofprograms by college and unlverslty a¢- = Gifts ! . . "..-‘//
. . LS

< .

General Support oo

, A u Unresxr'r_cte'd’grlis T ) J
7 G . ’ ‘ -
* $ources of Income : i o LA .
< T ' S ) Lo EndOWment income . '
“‘The sources of mcome g¢nerated for each program will be - '\ l ~- . oo .

rdéntrfed and applled to the Qrogram earning the income. ,'_ .

-\

For example .

I Turtron lncome

A,dvaniages of Usmg a PPBS System in ngher Edqcatlon

o
‘The m budget isa comprehensrve output‘onented pollcy

vy

. ) . ki ! “and pladding budget, and, is thus not;est’rlctgd to the frscal .
. s .’ . . ”~ >
.J Labo’rato‘ryufec‘s cr 7., x o :? Acpntrel functlons of a conventional budget. < . } ‘-. -
. £ #
- . . R ) * ummarized are some of thesadvantages of using a program»
" AQP“C&UO"_fCCS L7 0T “{budget in higher educatlon o
Q- - <L . . » oL
u Sta‘t_g appro‘pnatlons . \ " l The pr&)grams of a college are organized € on the.-basvs of.
. RS - ) . systems analysis ra.tuonaluty . ol
= Gifts - ETR L . g ‘ L oo,
o S ;/ N X ®- Actual tatal costs of 4 prr%r;/m ¢ obtained. The budget
- ® Endéwmeatincomd,’ Co R . cuts acrosy traditional deparfmentd}, lines and gives the cost,
: . ) - R AV m"both fin nc:al and nonfrnancnal res’ources forextended
® Grants - . A . 'tnme perrod (ftve tp ten years)
.. v ! ¥, ) . B PEEE -
i L. ¢ . \ . . Y .
L’l “ ] - R S . 9 .- \&' K Ly e ?
. N . . n ' o [T k’ . . > . .
“E - N r
ERIC- & ~ «« . e A SR
[Aruirox providea vy ec I8 B A Pt ~ . ’
s ‘a . « P : ’ . ‘[" A : . . -
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L] There lsan emphasrs on outputs or deswed resul‘fs, and all %

¢ - ] ‘Inferr“nauon 1
A college oru al ob;ec resources are. directed-to thiese outpufs. | \ {J
IR ives and goals of the i smuuo ' agd the exphtit objec- - , r g
- M q nce hein n agd XPI £b) o " All programs, exisung and new, are conunuallym rl
o uv¢s of each program, }riput- one,nted cprwentmnal nd revised.on botha formaland informal b \[\
e +bu dgets may aot make avadable t}(e fuxure plans of . 4 2 . ormal basis. b
. ot er programs wrthrq the: '“Sm““(’”, . g .. = Fund -faising actvities may be c00rdmated with the fong-
2 e ] ) | C ) ! + . "7 __term planning objeBlives of the prqgram budget‘ v
. () Pfgrlictpalpr? planping is encouraged . : - “ . .
' ‘ / .o L St e i_ ) , = A ManagemenL Informauon System (MIS) cah be devel .
e o om Allocation gftresogredy s mac‘iie on.a‘more rational .basis. -« oped around a program budget structure- in prder to L
- valuation of prbgrams‘rsma ¢ by means of a W‘de variety provide*data for progress reportmg and program planning
I pf anelyllcal technrques , c . - . “and control. L i e
a-’\‘ R &” oo Tl o R .
15 I A B X
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Conslderablé effortnhas been dlrected toward strengthening
managemerff'capablllttesln small colleges. From these efforts
" ‘have come numerous models and a myriad of skilled consul-
- tants which have structured and clarified the college manage-
mén t-model (e.g. WICHE Moton Managemem Consortium,

» NACUBD; professional, assocnatlons consultmg firms, etc.).

t Various types of management n10de|s have been developed

" on college ampuses today .

s

-
.

* .
g

/fhefoeus of the 1SE/MIS modellng effort is to build dpon
‘the-existing college. manage ent model(s) by developing-3n
gperatlons;manual for finangial aid, grants management, an'd
related ﬁnance management whtchnclearly specifies relation-
ships between all other, partq of the m’anagement model '3
well as ns own mternal oper won. - ¥

r

.

‘ APPROACH gq‘ l\' 4!
Concept Y N e
Operational systems and sull:systems |hclude the followmg .
items: < , .
®.'Data or information L ’

» . l -
® Data F/ow the ordered flow of groups of data throu,gh'yI .
, the system‘or subsystem U ’
) Y, To. ’ .
l Decision Points - points {n the data tlow ‘where lnformatlon

. may beesent in more thah one direction. Each decision: ¢ T

pOtnt represerits a potenkiaf obstacle to data flow untila "

Ly

{ ¢hoice among alternativ paths is made. Such a cho:ce 15
Tnade by pre- exrstlhg rufes or subjective selection.

1

& Qperational Roles - The
mechamcal actions.
" of operatronal roles

.‘-
te describe the necessary human or
Personnel roles are descrlbed in terms

A

-

.

. Role Processes These Jre the spedrflc steps dene to.carry
‘eut the a\stlons def'n‘ed by the role.

e"»

s s
a

= Process Flow"

-

. 1

¢

-

‘.
Anjntegral system isdefingdin terms of the above elements
and is the basis for,)’:in operating system,
[ » . , ~ '

1

»

- .

nal when 1t interac ts 'wrth other
ym other systems which may re
ther system.

. oo, B

. A system becomesdperati

systems, it receive’s dfta fr

quire a response sent o an
' .ot

[N

R P S B .
. S
M s . ! M ‘?‘*
. e
. \) o /: oo« , , A 13
EMC ’ . S ‘l = e - o
. TS . l R
: \ oo ! . [

Fmanclal Aid and Grants Management

N

.

[

The operat(ona/ system is defined. by.

.

= lnterac%ons or /nterfgces These are the contact ‘points
between systems - and have Il of the elements described
above !

'

- N - Y .

.

.

& .
ANALYSIS AND DESIGN COMPONENTS

Y

“Data - forms; ag'gregktes", elements.
k

» N '
s ¢

N s
Unique ldentlf'ers

£
A.

Definmon (where necessary) lncludmg normal
“context.”

B.

» ' . PN

¢

- Data Flow - charts‘and narratives.

' -

» ) "
«Far each identified form, agglegate or inde-
pendent element show-and give an identifier

1
&

A _
to - AN
~

.

A

B

=t .. . o«

1
I g2 The sequence, of |ts dlstrl,butlon to other
polnts including coples

3. The end of its flow!

a. Endofits usefulness , .
'b. Entry ipto archival storage e

[ Entrym,to active d a base foﬂsubse-

‘ quentuse. "’

d. Points at ‘which its elements are used tot
" créate new datat identify'new data it )

- helys compromlse

'Pomts at |ch'|t ﬂows |n corquatron with’
otheﬂdat’g !

starung point |n its flow

1

\

-

5 Parallel flows it may. be, ipvolved | in sunul- -
? taneously ‘or alternatlvely (based t ugon

decr{lqns) \

a3 Along the flow path |dentlfy‘tlmquely e\ach
' %f at which'a decmon must_ beymade Whic
” :

.
v .

.. -

> x’ x -

.

h-
mines the subsequent flow of data '
e -
a

P

Decision Pomts - ‘umque«ly-ldentrf‘ed

.~ .

Ml
Descube the data flow pomt at which the ..
decision should be made in terms of 4fl data

. whuch musi conye‘l% % e‘sultm the decrslon .

N .

. .

- /)ﬁiy
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B.“.,‘Duu‘?b\x&y |ths Lonhncd o the incoming sumeone clse also uses the same data). Further, when the per-

- . daty Lunlurﬂq\hluh wmnbd.u tu the detision . son use's thy data for several different functions, the data 1s
’ including value imits, ranges, relationships, * re-listed for cach function, :
T« 0 completeness of content, et : .
. . ‘ € Identify lh;: spon‘mncous human judgments, if K When the fjata Iiclng desenbed 1s a form {eithegan internal
o~ Yos . - : . document or anexternal document, such asa government
. . &, » %, which must contabute to, the deusion, . : -
- . form), the data which 1s not of dircct use to that person
- idenuily unjguety.the rulc( ) which,must be, ) s X .
- L4 Avolved: < e , for the specific function should be crossed out on the supplied
[ / \ - - - 3 . .
, o, : P \ * copy of the form. A copy of the form for each function in
o0 b Identify the dath lcavmg\tht decision by F_"“h which it 15 used would be helpfdl, cach with a different 1D .
. ) o + (1L.A. above), ‘cdrresponding to the ap ing number. . . . ..
Lo eastenda phor cumbmauon of 111.B. ahd? !
. R : . ' Sumetimes the data being used 1s not specifidally snta farm\as
o . . o TT—
. L ., . e o . ‘ . N procesgexists to create a form for the desired data configu-
I .-Olz_t"fd“U"dl Roles . s ration. Instead, the person derives his data from one or more
L. . — : C e ms.bv calculations, interpretation, c.>‘<lrac(’§0nl or a com- \\
Lo\ Wdenuiv by class of acton gntered into (o . . bination of these,operations, Such desired data 15 10 be de-
N be dchn%'d) Confrnf: T 4 sngle class of ‘ /ﬁcd In this instance, columh 1" on.the form will QQ}}_SEQ,;_
, action ’ ’ 1®rdentif the source forms. Please attach a note referencing
B Duseribe the speciticsaction imits within the ' the assigned 1D and describing how the datais derived.  «
' . classs N M .
> ' A good%ﬁcthod of dlmck‘l's to collect ail {orms you dsc in any
. -Cy Idan\ the dala (it spcemc) from 1.A: above, .8 . >
v . . . . fashion and list all data which are not on farms before you
L m\oiud n lhx. dction.. Lo
. Lo . . start flling but the charts. i . .
) . . . . o . \. ”
V.  Role Process uniyue Lombination and sequencg, - N coo ! . <
. - R : o Decision DCSCrtpthn
L - AL Hdenuty tho start and stup puml(s),;)t cach * Cach person for whom a Data Flow Description chart s filled
. A N tole prucess dlong the d\ltd Huw(s) I, A, cout will discover that some level of dccmuns are made relauve
e g q for w ; r
. B Idmlxh lht opcrauoml mlc ‘vssucnatcd lV toghe dcscrlbud data as parl of the job, for which that person
WL - / 1s specifically rcspon5|b|c. Such decisions affect the coritents of
o C- D‘Sc”b"‘h‘— seguence or actions bctwcc‘n the other forms, the order of grocesses to be accomplished, where s
: .., stutand sop points. Lach Sho“ld b de- . data 1s to be sent or other f¥gets of the total operation, «
. o sscrlhui n, ‘Lerfns uf v\'h*u happens %o data and " . ,
R Wh‘“ “‘}“r roles ‘”L, interacted with . Th|S chart {Figure 3) 15 dcsng,nc 16 identify such decisions and
: ,.;"’. ~."‘ - o : L o dclcrmmc whtn and whcrc‘\hey occur. . .
. VI Procdss Flow, - & . . .
. v ‘ - ’ .t .. - 0 N ' - - . N - ~
’ ) N - As entry 1s made in the Data Flow chcnpt:on charli it should
LN, Sh”“ thé tonnection (rnlcrfgc%ﬂ of aH role be checked tor relevance to the Decision Description chart
- - © . processes. k. o { ~
4 . | .. /
: B Parallel thé datatloy =~ . . Following 1s & typical Financial Auﬁ Officer’s calendar, N
. . . . \ \ ' 'l.i ‘\ .
. VI * Personael Dcsg:n‘puom.' . AN . P o
N > " ‘.‘ . - . . \\ \ . / . \ ) »
Co Combmc appropriate oper dll()ndl relest pruduc» ) SEPTEMBER . /
. utled peesonnel deseriptiorts. §\ » Reconfirm with the Fiscal Office all aid awards p\'célously
. '§. . Tderrtsty ol the opetationgl roles ¢ fv) withii ?Ch . . distoibuted on the master roster. Make nccwsary/,&.hgnz,cs
! . B ; ) prior to registration. . / :
" DATA COLLECTION . o ’ ~ /
U . . . . A .
. o ) . . - Amw&udem-«mcmauon activities. Be ‘:t/l{lldblc duer\
- T Tnu .:lmchtd Lh& 1) Flgurc ) wiltbe used to collect data registration to_answer student guestions with regard to
. on [lﬂdﬂtld‘ .u,d gfants management, and related ﬁscal pru . specificaid bms and[or lhc s&udcnl/y(d program
Y s, .hmlhms i"\\\, . i " in general. N ;
. - k] - . . i
v ' . ” PRIN e . S~ o -
S T L

! - . recipients. Re-allocate any funds as aresult of an aided
. -L.lch pcrson fills,but: lhe charts with respeck o aff the relevant \(f;m\ Y
K st ’s failire td enroll, S ,
. ‘d.\td'lhdl puson ises rclatcd 1o thc subject rea {even lhuuvh i '

- ' Dam’FIo"Dcscnnuon . \\x , \ ;;*’i‘ Following Fegistration; verify cnrollment xlﬁ;:s of alt aid
|

W i

VA " . , p 14
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| e | e T ’ ) 19-
\
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‘ :‘ . > a “ . . : .
. Dmhbute work study jub contracts. Imcrvu,w students .
y or _they have desugnated SUPPORY. ; L ;
’ ’ r
.- ® Acknowledge lo outside donors-the enrotiment

sturdents.

M

p—,

for whom they have dcs»gnated subporﬁ'

s

i 3

® Fimangral Aid CommntteeMeclnng prz.sqnt 4 status repurl }
reflecting summer activities. Give a statistreal report.,whsch “
reflects student awards in relation to the aciual fall'enrollg
 ment. Seek commmee input regardung proyséllons for the”
next aqademtc year . , ) )
2 . )

“OCTOBER *

] C'omplie statnsticajfdam'ﬁor‘current term.-Project additiprial
awards lb be mad¢ during the;'pr'esenl academic year. ’

< . ’
¢ LRl

‘. Application for Federal Funds draft. Assemble 3. much
) data as pomble Seayre nccessar; prbuctwn fr'bm "tHe Ad 5
missioAs.and Fiscat Offices. ’

.

3. * 4
.

»

P

,
'

-

m malung a sauisfactory ad]uslmgm to the campus environ-
ment, L o .

L4

Attend state and regiohal meetings with regard tu the
Federal Apphcation for-Funds.

o

e

Cumplete the nnsmullunal Apphcauon for. cheral Funds
and {ubmit to the Ragionaj Office.

NOVEMBER

-~ ® General Scssion for Work Stud) Students. Thn.s klnd of
’ meeting allows for any general probioms to be dealt+ with.
through open and héalthy discussxon. ‘

*

-
- ,

.
.

~o .
Secure myd- term grade roster feom the Regxstrar Counsel 4
with students where indicated. Asfisl studenls in secuning
specialized cuunselmg services if such follow,u(p is indicated.

T,
.

.t *
o .

\[eriﬁy with the Admistions Office a'ny apptlicants admitted
for the second Semester or spring term

T A
V"

'®m

-

-
.

DECEMBER- -

:.' N . B

.

.

n Rcéapnulate ‘aH funds Rcconcile records for accuracy wwh
' the flscal Office. .

4

Y
.

L Make awards for the second térm based upon availability
o Cof fund-s Notify late applicants if f'unds are not avallable

lndlcatc resotrces where lhe student.may turrt for flnanmal
aid.

,
w . .

N

"
i
. i o

.

- L4

. “m Begm processung and review or new apphcahons for lhe
next academic yedr: Che(.k with admlssmnsxcgardmg carly

decnsnon candldates

>

Q- .
ERIC -

a

LY

s
g
>

Conference with new students. Aug thcm however possible i

Team Recruitingn conjunction with the Admissions Offige.

hqu'brkcheck recruiting materials. Malntaln an adcquale ,
sdpply Reorder any materials which are'moving fast. It

- rS mpprtanlthat all requests for mformauOn be mCI°WIth
dug delhy e

A2EN

.

. ™

‘ 9
i

L .

1 ot

" Flnanmal ﬂCommlltee Meeung, progress;epom due.
R&cvaiuauonof cn ia for the awardmg of acddemic
’scholarshlps musnc and, and alh]etlc awards., "

:’.

"X o . ',

iANUARY :
~n General Sessnon Wotk Sﬂudy Superv1sors

P

P

, .

——

s

[

. ! 'feam rccr-umng ahd fo||0w~up, in comuncllgn wnh the
Adm:s;nons Office.

«

- , .

. , e M ,’ .

% End of term Er?dz;ffepf)m due fr"onf' registrar._

) i

n_Counsel with students \mlh low aVcrage§ Refer for
"cial help, if mdlca.led

.

t I3

I

-
.

n n:Service StaffTrammgWork‘shop mcludmg Personnel .
Evaluauons ?

o -
12 P

.
[

.
N
.

.
w

~ . N

~ <

] Review,andpla;n for the Student Financial Aid Program.
Collabora.e’n?ith the Director of Institutional Research,
andthe Davélq,pmenl Office with regard 10 Jong-range

‘ plans Assist in genegating some ps’épdsals to non-
traditional sources 10 secure funids for the sludenu aid

" program.

.

I3

-

5

- FEBRUARY ”
. Mail ac.adcmi_c grade réperts to outside donors If
" applicable. *~ .

«

& Post deadfne dates for slu?ient‘.ald épphcalrons for the T
next acatlemic gar. -

.

.

ey

.
B

1z¢ awards for lhe remalnder uf &Te

" Re allocate and fnn
acader}glc egr.”

t

A -
' >

.

- ® Continue revxewnng and prccessmg new apphcatnons for .
the next academlc year

* > B .

S ~Secure deparlmenlal requests for studend, em ployment in
‘, the next academic year. Along with this [equest aSCerialn
departmenl needs for summer em ployhienl

e w
A\ - i

o Allend Regonal S&udent Flnanc1al Add Admmlstrators
Meeung

MARCH T :

® Begin makmg awards to ne phca'ns for,‘;l}c ncxl

acade ic year.

,
~ s

. Pre are a slausllcal report histing all ard awarded dur1ng
. lhe present a academlc year. .

4




- Y3

" Fin mch.Ard C(m‘mnuc Mceeting submll progress rcporl

Include n, th report ‘the numbq ol ‘xpphcanls dnd awa.rds

. made o, ddlc for the next academic year quudd‘thc pro-
;ulcd student aid budgét - ) . . ,

v .

. .o PR |
" Ot Pcrsohml Evalbation and Budget finghse a .
_written ro.porl.bdscd upon skills, pertormance, .mnudc fo-
: wards work, relationship with studengs, §laff faculty, and .
. others. Subnut copies of ¢ach statl mcmbu\s evaluation o %,
. Dean at Student Affairs, President or approprate desig- ¢

nate-along with rccommcndauohs for staft promotions

. . and salary increments. Supmll at the same e a wahstlc
F -+ alfice budgcl which reflects additional needs for pcrsonncl .
R equipment, and-supplics. hidicale the: amount offanticspated

;‘nnwmc as g result of the Admtmslrauvc €ost Allowance -
from fcdcrqlly fumded student aid programs. These funds are
designed to, )mp’rch the dm.cl services of lﬁc msulwtlonal .

4 » T ! . .
. sudent tlr’mncml d:d pn‘)grdm - ' *' i L Bcgin prcpd'rat;ion of the fmalJiscal reporl. . e
:'._:'( s - s Toe .
Y. Ty e .+ o . @ Reconcile d” aid authorized fordleursCmcnt with Flscal
- APR'{L N LN Office.,Glose books; June 30. :
T | Conf‘rm with the. Rcy>lr’dr gnd ‘op Dean of Student Ser- ' , ‘ )
: ) . vices anv stddent w:rhdrdwals Noufy interestéd agencics ’ULY !
' oan such 15 an putside donor or fendingagency, Re-assign any . Prcparallon and completion of lhc Annual Report to the
- V.\, . ,xu‘nl.iblc’tundx — e . . President. Qubmit copi€s to all mémbers of the Student
LT L Cot o . Flndncna}Ald Commntcc ,
SR FL W’n‘nl,“n possible, all .1wards lO new apph .
S TS et ‘ ;o Bcgm prepar\t@n of lhc Fistal Operduons chorl on Fed-
, % Securc applicaiions trom students interested in applylng : rOgrams. . .
- mr afd, during summérmonths-, | \ . p S o
W"s' . RSV ‘ ’ = _Complete rencwal a{ﬁ\d\n(:(awards for the next academjc year
’ " \subn Ad 1o s&udcnls for summer, months. Mdll de‘!d e N 2 ™~ AN '
» ©L et ) S " .77 =, General Session."Summer Collcge W
o g S e 43 cluding Supervisors. .., o
- . ® Begin (L:vacw bt réncwalapphcaﬂonf. o . ' ;L ‘. s TN .
e o - - i = m Office Inventory: order equipment and supplics. Rew L
w, " \1.1'\&. tentative workdstydy dsslgnmunts LU, ypper «,ld;smun f -any necessary | form letters, broshures, or applications._ 2
U f T f:)r the niest acadcmm year i . Prcparc rc0fumng packets and begin malllngvmalcruls to

. «
- ' ®

O " Phypdrc Nationat District Student Logh summams .md o
. . -mdil'nolICCS o gradualmg seniors for cxu intervicws, ’ T

-

® ‘Conférences with students regarding future a1d packages
-as a resu) of academic prbgress. .

JUNE

# Check final grades of renewal dpp||c4nls If grants dﬂ.)dlIS-
fdctory, mail award lgtters to those ¢ligible for Lon’unumg

‘ald

-

-
yr
N ,
i .
.
.

\

1.

-

‘ .

-

.. Noufy immediaicly those students whose academic
2% mlghl app!y for funds AR ' o
- .

agchmS . s

. AUGUST .

averages restrict them from contiguing with-all or agy=_
portion of thels prckus ard. Suggest ncwrgsourccs whcrc

.
+

" Mail fuzdl grddc rcporl 1o outstdt. donors dnd lending

® Finalize any late awards to-freshmen or new “students.

High School counsclors and other recruitirig sources.

. R .. - " R N + L
v N v O ! -E LA Complcle chcraLFlscal Opcrauons ort and submit.
o CTMAY . . \ N
. T o ’ . . v, ., . '
, & Complete ull SL. exu mt’cmg:ws S ® Make final chechg wlth Admnssu)ns RLnglr‘s dqd ACd‘dl:ch
‘ e . e " Dean. . o N
T . - N N L
) i Pr;pdrc roster of ad a mnc«.s from new dpphunls ® Firm up all Studcnt Findncial Aid Awards, including cam-
SRR Movup-ost dnv bor [cp!y has Been rcccxvcd _% s miments from outside donors Re-allogateand rcpackag,c if o
- - ¢ . 'w . T : 5, " the student hhis become over-awarded as a resuit of receit-
Youm ,gcnunue review of un't,w.nl applndt’ons T - _Ing outside ai m the stu.dcnt of any necessary revi-
" R "Lalt A e - + 510N, mehasuc lhc ncccssny of provudmg for egintathle
T RLLUnuIL Jundhal nees ‘with bsaal Office - 7 7 . distabution of |nsl|(uuona| stude.nbmd funds.
R a - . N . . L £
P
P ) Fgfnanu.ll Ald CQmmmcc Mecting. prdgtcss rcport due re: “w, Submit lustcr cunflrmmg the dbddk.ml(, year's awards to the
: © 7 garding ¥ d *lo new dpphtants Give a proJcclcd plclurc of ° \FISCél Offlcc L, s
afd o rchcwal appllt'mts . v - . RN . . |
\ N ’ . - > ‘/ Ct - N : * * ' * j M - 1
Q@ . R 18 =~ . \\ - \ . o #




- s - A

L] Mall student employeeSJob assignments. Check ]ob aécep

fantes and re-a55|gn any jobsunot ac;epted.

> L - 3
. M . v . 4

= Prepare job contracts for d‘istcibutio‘n dufing registration.
P A »




' Black c'olfeg“q

KU R Researqh Appllcatmns Develnpment

'Q\
lnst/ttzte for Sé
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ndates of the MIS program a.s estabhshed by 4he
gsidents 1n:1971; was to develop a‘nd malntain *
a data’bank on Black colleges. From the ince ioR of the pro-
gram to the present e MISedrrectoratJe has been doing this..

. } N :
. in Creatmg thrs dara:bank thedecision yas made to go back as
far a5 1965%s a basellne for data be r_ncluded In order to
acqutre previous data for the 113 hi 'rrcaJIy predomunant
Black colleges that were originally apatt of the TACTLCS £on-

miraiem.

sortiury, the U. S. Office of Education was ldentt.fred as the
best sourcesfor the data needeg from the years 1965-1970.

o

v

Begrnnmg in the 1971.72 academrc year, MlS ‘l}cgan develop- .

’ mgrts own survey questionnaises.to obtain the nécessary In-

B *Unlted Negro College Fuid (UNCF
" ta Education (ISE) and the’ other TACTICS camponents.

e

.formayon Qn 3n annual basis. Subsequentquestlonnalres were
admtnrstered to acqurré the 1972-73 academic year data and¥’
opening Tall enrollment, 1973 data. Thest surveys were can
ducted in conjynction with the Office for the Advancement of
. sthe Public Negrg Colleges (OAPNG), t Nattonal -Association
fqr Equal Opportunlty in;Highe”E ron (NAFEO), tht
thc Institute for Service -

5 [ v

o .
o

lf‘was decrded thatx this type of ;omt vcnturc would redudi

* the number of survey.instruments bcmg scnt to th¢ coILeges for
’, &omp|et|on and would prevent those pcrsons oncampus who

5

*
¢

Their programs ) y

.

had the responsrbthty for survey completron from having to
fill' ot a separate istrument for €ach orgam?ataon Ihstead,
one questionnaire would come back to-MiS. anti the,data from
these institutions would be distributed to the partrtrpatmg
agencreszwho needed the data to accomphsh the objectives of
, o PR o °
In the sprmgsand sun'lmerof 1974 anogher joint: survcy in< -
strument was pfanned for distnbution. At was, dccréed hqw- T

«, ever, that we Woqu et send another qu‘estnunnanre but in

stead request cupies of those questronmnres thatcaeh 1n‘st|tut10n ;

sends to thg U.S. Office pf Education each ear under the
Higher Education Gencrdl lnforrﬂ&tloa Strvey {HEGIS) pro-

. gram. This.chiminated t'he tdskpf fllllng uut another sutvey in-.
strument and we foped tv have a bett‘cr'rcsponse The Jata ‘.

.

+ that was usually re'quested from the eolleges dealt’wIth thc

ERI!

v

foJIowrng'broad areas.~ - i, " . N
o N - - ) ‘.

& Student datd (e,g., enrollment adm|Ss|ons dnd student -
ﬁnancral and‘data*) ?
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m Faculty data (e g., faculty by department average salarres,

earned degrees, and, recently, race). *

'l v

Degrees conferred (e g o the number of degrees gr.anted by
academic area and degree Ievel) N v

+ ~ a

[

Instttutlonal finances (e.g., data&n revenues ahd expendi-
: tures)

o +

)
Data on other areas of the |nst|tut|on such as |Jbrar|es,
physical facrhties, etc. ¢ -

'
L

Once this-data is recewed by MIS itis processedboth m housé
and on computers at the Brookings Insti tution irt Washmg’tonb
Computer reports are generated which we utilfze a‘t ISE and
distribute t6the agencies mén tioned ‘reviously who needun-
formation on their member schoolss’ ) .

2 ¢ ) R . 3
What is Done With This Data . _
In the past, the presldents have received copres of thelr own
caHege’ s data reports For exampte p

\

»

® n1972,a GeneraI Status Report was delwexed that gave

¢ data’pn each school along with’ cluster and consoriium dver.
ages. These averages prquded the means for.a prf:SIdent to
look at his instutution -as compared with.similar institu.
t|ons as well gs the entire orlgrnal TAQGTICS Consortium of
113 Schools The Consorttum'aveklges were not dlways
based on 113 schools because we did not always havc com-
pIcte data from each school >

‘

. .

m Another report wh;ch was scntto each presrdent in 1973

“was,a picture of w'hat _thc school JooKed like in Fall 1912
pg{sed’on data submrtted o), us. This,repor® wasisent primag-
rly to‘get correctrons or reyrsmns of any mformanon that
was pf&VIOUS|y reperted K3 ’

' )

A -
H

L Tbe'most recent ?eb‘orl tSas the Qne whteh was avadable at ]
+the eonferencc reglstratlbn "Degrees Granted and Eharglk.
. ment Tirends tn Hrstorrcally Black Céll¢ges.. An Eight Year
Stud\,, relcased in Ocgober 1974, This repo‘?t deals. wuth‘
varlous aspects of enroflment arid dqgmes grant‘ed ar9gi in-
stltutuons over the enghtyear perréd frony” 1966 W 1973.
“*Whe. these repor ts were sent {0 the prestdcni of each col
»1age néy.wcre 3ccompan|ed by an erghtyear‘enrollment
proflle for that parttculgr mstrtutloh This report fias been
, glven wude dlstnbutnon and serves as a’useful way 6f brovrd
|ng data on the Black colheges toany mterésted person

“

*

»
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] might add that a report such as this was very difficult to corh-
pletc even though the areas of énroliment and earned degrees
conferred seem to be relatively simple ones on which to collect
data. EVeh now, we are still missing detailed data frum schdols
in these AI’I)&Q and guite often we have tou resort o telcphone
queries in order to get any figures on enrollment. In this man-
ner, it n)akcs it difficult for us to gethe type of detailed bre:
down that will allow us to makean adequate presentation.

Future Repomng Efforts . /

There are presently a few reports being developed for dissemi-

mation by lhe end of thrs year. These reports will be accom-
*panied by an individual lnStltUthnal report and sént along

with the  aggregate to each college president and our survey -,

" contact #réon. In terms df other types of individuat repott- >
mg to each school we arevstill working on ihat form thesc re-
ports will take. Adong this line, we arc open to any suggestions

'“you might have on servrces of this nature that you fcel we can
pr‘ovrde T

¢t

I

. Bome of’thc reports to be completedthrs year include:

a A report Wthh vmll examine the student aid programs in
thc colleges based orf three' to four years of data obtained
from fhé' Fiscal Operations reports filed by the institugions
each {ear with the U.S.O.E. Divisioh of Student Assistance

bascd student aid. This erI concentrate on the pattern, of

student fmancral aid from various sources and ‘what kind of
- 1mpact these programs have, not ‘ofily on the students in

" the Black cofleges, but alsd the collcges themselves.

= Another report will focus on a mpdel, which was developed.
by the National Commission for the Funding of Post: .,
Secondary Education, and its dpplication to Black colleges
This mode! assumes a higher education funding system into ..
which no new monrey will goand it concentrates on the ef
fects of distributifig these same monies throu‘gh dlfferent
mechanisms. This model utlhzes enrollment pro;cctron! -
tuition costs, instructional costs, fihancial aid increases of
decreases, and family income. The results wrll show what -
relatfonships exist among tuition cost, student aid funds,
and enrollment. , : {

\ \ N ‘e . " - 0
® Some tren\ireports which are pro;ictcd for completion this

year arx ]

" Artepart on patterns of |nst|tutronaLF|nanccs Wthh

. will examjne revenues by source and expendrtu?es by
function for the three- year period for whch‘ we have
the most completc data. -

an s

¥ .Arepurt on Advanced Degrce‘ Enjoliment, by academic
ared, fur:thOsc Black volleges which have graduate pro
;Brams. Both of thé aboye two reports will be similar 6
, the cnrollmcnt ang degret.s granthd study

'
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. and otheP dita on state financial aid funds and i‘nsfitutionally-
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2 Anuther report on Student F'in'anc’lgl Aud is being com’
o ﬁleted_frum the viewpyint of twu different contributors -
. Leon Belcher of Texas Southern University and
. Adexander Astin of the University of Califormia at Los
"Angeles. This report i expectcd to go to press soun.

A Three reseatch profrlcs have been completed and wrll be’
released. » - -

Cce The first will be on Qpcning Fall Enrollment 1974
the Historically Black Colleges and will besbased on

— Anathet will focus on the Black Student Markc; fie. .
whcre d& Black students who autend Black colle
. * . come from, what are the chances of Black studcnts ’

" everf getting to the college, Iqvel, and what are some of?
the charactenstics of student$ who enrolj in Black col-

P Ieges with regard to their standmgs.in their high‘school
classes. This three-part profile was done by Lewrs jones
of Tuskegee lnstltute Clifton Joncs of Howard Uni-
versity, and William F. Brazzicl now at the Unrversrty
of Conncctlcut but, previously at NorfolK State
Conege
~'Patterns of Federal Financial Support to Black Co/-
leges and| Unwersities, a repart which utilizes recent
data, from the FICE reports, developed by Roosevelt”

' Stcptoe of Southern University at Baton Rouge.

AProh|em Area L é

The data requests that MIS made this year were for the pur-
pose‘:b}‘collectlng the most recent data on the institutions. To -
" date, we still have a great number of institutions who have not’
responded at all. i

|
l

In your fegiStration folder 1s alist of these institutions and the
original memo sent to the presidents by James Welch, director

of MIS. The,memo gives the names of those survey forms we re-’
questcd in August of 1974. If your schiyol is un that'llst we'd .
apprccratu your assistance in helping us tb collect those furms.

We cannot makeany kmd of statement on, Black colleges if we

do ot have data for half of the universe. If we do not receive

this data, it limits the type of reporting that we card do.

- In addition, I’d like to peint out that this data becomes very

important when, for example, Dr. Charles Lyons or Miles Mark *
¢ Fisher IV of NAFEO go to meet with President Ford (which

they dud rccently) or testify before Congress’on behalf of
Blackcolleges. Philosophical statements or estimates are ngt .
good enough. They want to be able to talk about facts. This
data allows us @ means for accurate/y and favorably portraying
the Black colleges. Also, many torporations or others ask us for »
data on 4ll Black colleges which, if available, we provide in the
aggregate. People in corporate affirmative action programs

. may want to identify those institutions who prqduce' graduates *




n/ : M . A
"~ inspecific fields. This provides them with initiaf infurmation
un where 'to go to recruit Black students for emfploy ment in

Ln addition to providing data to other agencieg in support of
the Black colleges, we might get results from persons within
the colleges who mdy want to look at certam datain the total

~ .
.

Black college commumty and make some con;pansons WL§‘ A

their organization. ‘ / colleg s. Of these 23 only 8 were from Black colleges or relatﬁd
o . ' agencies. The point I'm making i |s~use us—-f we don't have i "o
o T * what'you want, we try to make referrals to other places wherq

|
o
|

i
|

in the‘ one:year period frofm ovember 1973t Now:ng .
1974 e arﬁwered 23 major| requests for data on the Black ..

-you m&ght be abie to obtam what you want. e

In clojmg, I hope that | have given you sodne idea of what tth

research and data collectlon aspect of MIS is about and if you

their own school's data. . ; " need apything from us—we'll tryPur best:to assist. Thank you,
. - - . . .. ! E . ) . ' ‘1' .
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y . ! tatus ofModeI elopm nts o ;: I T ,
y > and Model Implemen atlon Pro edures ST
' -7 ' ’ 'James Welch | E . T |
: Staff ] ! .t oo N D t
' Institute for Serwces itg L’ducat/on inc . I '- L )

Mariage'mcnt improvement cffurls aimed téward small colleges
/
ciations,

and universitics cerlamiy are not new. Professional a
condulting agentles and private corporations all have emerged
as complements to administrative and faculty p muns and
‘cdch has produced extremely valuabic apprua/u es tu dssist the
Higher cducation institution in improuving m ‘management
opcrauons /

Censulﬂng agcné!cs and privale corporations have contriputed
sufflgfcnliy to the field of knowlcdge which applies,; manage-

‘mcnl ‘and economic madelingtheory to the admml,Slrallon of

higher edugation. The CAMPUS modeling series developed by
the 5{(5(2 Re_searc Group; thé National Laboratories for
'ng,h 7 Education’s Student Information Syslcm and the
EARCH model.of Peat, Marw:ck and Mllchcll just to'name
a few, are exemplary of the management models aimed at
smalt coHeges Eagh inits own way has suppor/tcd the manage-
‘ment by oB/e(/t/v s (MBO) approach. to college and unjversity
managemcnt, The MIS program, th its conccp‘lual apgrdach,
likewise is remzzrcmg the MBO cancept af managmglnslllu
nonsbul in cohtrast with the previous attempts of others, ?t

has varied substantially its |mplemcnlanon hpproach The gcn-

cral,dctqﬂs‘of the M IS con cept provides the purposé for this
report. Before moving into its essence, some mention should

. be made of the existing modeling efforts which are at varying
slagcs of developmentin the small college. -

Current Modeling Efforts Aimed Toward Small Colleges

The National Center for Highe? Education Management Sys-
_tems (NCHEMS) in recent years via its development of a pro-
" gram classification structure lPCS), small college demonstra-

tio'n_ mode! program, apd a series of regional conferences has.

provided the slimuius’/;or institutions to view their operation

such an emphasis was‘absent for higher education institutions-
prior to NCHEMS, 'but one could certainly identify the

froma gnar‘iagcmc:i system perspective. This 1s not to say that

NCHEMS" infltence on institutional thinking related to course

Joading; lnsmuuonIaI organivation structure, and student and
aculty record keeqmg The MIS models, building onthese In
luences, attempt to cxpand on the concept surroundmg

) ‘N HEMS’ dcvclopfncnls by providing answers o the, ~
qu nons , ( .

i f How may an institution dy velop its own managcmc?\[ re-.

sources o prepare more ¢ Lcnvé planmng,, programming,

f\ andbudgclmg7 ) - .

C May an institition be’ cffu. xvcly managcd without lhu
assistance of automated data processing™

- - ’
~ . - » '
N P

" * .
- . " . -

L] Tu whalcxunl is management theory appuublc to aulual. R
institutional operallon7 )
, Focusnng on thc flsc.al opcr@.uon of small colleges. and univer-
sitiés is anuther tery important service pi ovided bz the Moton
Memorial Institute, Inc. via its Moton Management Consortium
LMMQ) In coqrdination with the National Association of Col:
lcgc and thcrsuy Business Officers (NACUBO), MMC is pro-
*viding training and consulting assistance to small colleges in thc
arcas of general and cost accounting as well as providing nter-"
pretations of the legal ramifications surrounding l‘he/cqllcge
. business office operation. While the MMC touches gn many
aspects of a college's management procedures, 1ts mphasis 1s
prlmanly toward the trainihg of new business an flsqaloopcra- -

-

llonspersonncl i L ‘ A . .

-Moton’s efforts are nolcworlhy bc;causc they- deal with essen-

ually the same institutional audience as the TACTICS portion R
of the MIS program and are providing an exceltent skills base for
fiscal pcrsonncl new to the higher educat|on environment. - - .
MIS, in unllzmg recommended pcrsonncl by MMC in selected

mode! developmental activities; will be particylarly benefited -

by their advice and council. ’ .

The National Association of College and University Business .
Officers' (NACUBO) cfforts over the years, one wodld have to
say.-have set the pace. Through its carlier efforts with the ESSQ -
Education Fund (now EXXON) in the development of their
Finance and Studgnt Records Manuals, NACWBO has provided
the small college adminisjrator with an excellent reference ]
documeny, for establishing PPBS procedures as they relate to
areas of Student record maintepance and accounting, Their re-
vised efforts, which have recently been publis 1ed, should e

" joy a much wider readership due to,its br'ean\ writing style, -
and- malcrlals content. Again, however, the procedlre for '
lrdmmg and dtssemmalmg the fun&’amcn tals of PPBS and the
wnccpl of managdment team building shall He Inmlud to
regional workshops’and wnfcrem.es for rﬁum ess ufficers and
selected administraturs. The MIS prograi, inj structuring its
modclmg approact ,;shall utihize.personnel from NACUBO in

" an advisory capac ty. As the models are implemented in.’
model institutions, portlons of the malcrlals dcvclbgcd by
NACUBQ shall be uuluzcd as rcfcrcnces and rom time to

© time personnel from their professlonal ranks W||I /m called i in -

to consylt. |

Otherp ofcssmnal assoclations, such as the AssoLganun of .
“Institutional chgarchcrs (AIR), the Association of Physical” =

\ > 4
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y , Plant, Officers, and the NatlonaAAssocnatlon of Federal \lela- .
tions Offigers, havem their- owyl way supporte sbund man-

agement procedures by promoting the efficie
their cons

'
[

operatlon of *
ituent membersmth n the ifistitutipn. Ei ther.
through definition of office funttions and rolf or by describsing -
« institutienal activities which thquld take int cqnsnderatnon ,
* these functions and roles these assocuatlons c 'ntmu’e‘to‘have a
direct:impact on the decision- maktrlg proces} in an institution's
. management dperation. The MIS mudels, therefore, shall stres
- the importance of ali administrativeroles as a team functlon if
promotlon of péerformance based on institutional objectlves
R . K <
) The fmal group.whlch ‘contributed to the thinking going.into
fh'c MIS modeling concept are consultmg firms. Through the
years these firms-have consistently been able to influence
public and private programs which' empfiasize improving the *
planning and management of. the higher education institution.

. - The SEARCH Projéct developed by Reat, Marwick, Mitchell,

1nc. (PMM) under a Ford Foundﬁion grant introduced.the

. network concept of remote computlng and long- range financial
forecastmg The Systems Research Group (SRG)- now a part
of Systems Dimensions Limited—expanded on the total man-
agementsystem congept of individual simulation modelmg and.

T was among the first to apply simulation ‘modeling to planning

in hlgheredqcatton BothPMM and SRG, however, are profit -
makmg corporations. Thelr managemen t system" developmental
scrvuces aimed toward the small college #sually require dollar’
resources far beyond those of the institution. Thodgh they ~
havq been successfulin getting fegmdations to support some of .
thcwefforts in different institutions their model availzbility
has been somewhat restricted by costx In’ add|t|on the.com-
puter capability required to sdppor't“ st management system,
simulations has been historically absent in the'smaH'collcge
Given today s economic problems, it becomes’ more problem-
‘atic and less cost effective for these type of” éorporatlons to

* . continue any sizable marketing of dcvelopmem in the higher .

‘, education sector ) . L. - |
) ~ [ . :* PR
The MlS program of ISE rcsuLtmg from |ts\}‘ACTlCS lnvolve

ment will result inamore comnrehenswc management system

improventent effort within §mall coliege’ because‘

. w.The'services will have a'greater degree of permaneﬁc V.

-

®» The costs (or the services will be minimal. ; -

® The dewefnpment and ipstallation activities wilf notbe*
Af’a_f?{./ solely,to an automated environment. .
| . ‘ . L T . =
W MIS will work with a 5mgle': 7nsﬁtilt/'d/r 'ruther ghan d grbqp. .
DEEEIN Lo ‘
- & + ‘- s

thn these four baslc pnncnples, the fundamcntal wncept "
surroundlng the MiS modehng effurt shuuld‘be—obvtuus

N . . .‘ P P ] N . ,
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' developing and-operationalizing administrqtive program
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Workmg wnth Small Groups.of 1nst|tut|ons

By working with a small- group of colleges on an mdmdual

basis and drawmg liberally from the experlen% of manage{s in
small colleges, a fundamerital knowledge of th nagem
_practices of small clleges has been accumulatcga thefMJS - -
$taff Durmg the eafly years (1971- 1973) of the progra

management sefvices required by each mstntutlon part
in TACTICS could not possibly be.provided gllren the:
-constraints placed on the program. The current pressurefof

_ tight monéy, increased competitior} for students, and soaripg'
inStitutional operating costs placé ddditional restncttons on the
tinfe management may devote to developmg improvements in. .
management and reshaping program, priorities. No combina- T
tion of TAUTICS-type programs can possibly remgve the sdcial '
stigma,smuchless the concomitant management problems, fac-
ing the small college. The closest that-any progl’am like ’
TACTICS ¢an hope to get in providing useful maqagement ass
sistance is'to provide the_kind of in-depth ass/stance on an (jp
going basis in selected 'administrative and acpdemlc areasifian .,
institution. Working, therefore, with smallgroups of"nstltu‘ .
tions on a one-to-one basis would provnde for: g -
t concenzratmg a few quality staff and consu/tants to work .

consistently with a core of /“nst/tut/onal admm/strators,» T
. 2

-

= sk///s development in an environment, where the resu/t? are

actual rather than theorgt/cal, , ‘ .z
j . . X b L ‘:; :

o m/nimizing the d/str/but/on of source manpoewer and money

resources while maximizing tbequa//fy advantageous to the.

institution; and )

. ‘o e/

- .

_ units on a modular basis in institutions whosg resa_y(c‘es'
gre closer.ro being typical of most smq// olleges. -
One readllyhotlces that each of the above advantages in work- »
tng with a smali group of institutions. relates to the principle of
concentrating total effort on a small audience as opposed to a
larger group. This advantage is clearly a strength which has
Been,tlt_'e, hallmark-of the program’s services. ' .

¢ Institutional management team building.is one-of the most.

important featyres of the MIS mod‘elmg goncept. The managg-
ment team bunldlng feature attacks h#ad;on the proble of per-.'
sonnel movement to and from the small college envirbnment,

.- By concentrating initially on senior adm:mstrators, the program
‘modeling effort starts at a level where training and plgnnlng

. procedure development is more likely to survive, Utlllzmg sp-
nior. administrators also carries with.it the elemept of resis-,
tance to change. MIS contends that the conservative elemgnt
normally assoc:ated with higher educatnon admlmstrators pro
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rhodcl approauhcsand prUCLdUI'C i ] ‘
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As the wuﬁ\ with an m>1ft0uun piugresses and the ;;’mor’staff
begins ta feud mow Lomfurtable with the mudeling approach,
IS capitalizes unifs work by ngdually relinguisking its de
clupmcnlaf re fqnsnbllmcs 1) the senjor staff membo.rs They
n turn \wrk with their staff in pruducmg the rcma:mng ele-
éats of the mbdtywulh MIS as an ubsuvcr C\%plcmenlmg
Jthese staff autmllcs is aregular schedule of reports and presert
tations ty, thc largcr institutional audience who, though
'affccrcd by the mode] developments, are not dlrectly mwlved
 Once, howchr, cveryore- either directly or mdlrcctb/ begins
- o work on the*detail planning and management problcms of
. _the msmuuon the personality conflicts.and program politics
which usuaLIy accompanies program change gradu;hy dimini-

shes and cventuaHy is.replaced with pcn‘ormancc ased criteria

“for"the cnurc nstiution. >
. - T

f
|

.- ‘ .
. Thc'lcam Euilding fealurc embodigs'in the MIS "oﬂcﬁng ap-
‘proach ‘thcreforc distinguishes itself frem other vodcl buitd”
mg approaches duc to its‘main cmphasxs of workmg mmally
with senior 1nsulut|onal pchOf\ncl

o

A

[ . . € 5

Pr‘ocedurcs ‘and Produapocumcnlafion
N ) & +
Thc basic differancebetween MIS docu Atation and prc«

vious modeling chorls 15 onb‘o‘gLv/ Thc NCHEMS taxono-
_mies and rcporls the NACUBO rmanuals, and snmhlar cfforls
provide cxccllcnbrcfcrcnccs and theoretical flows of”how a

%

3

LY

»

NESY

- . N
Aruntoxt provided by Eric

y
l:"..

Jvides suffucunt uxsunz, ur at th very least qucsllunmg of new

*. goritftion of programs.wnhm‘thcpm Thc;c types of manugls,

* ~ in theic porlrayal of real orld 5|tudt|ons provc-and $rall gon-
unug 1o pravé qnormously bencficial to college managément.
" The MIS manuals, drawing on these efforts as referengess,
tempt to dcscnbe the igw to procc.du{res 'er upcratluﬂd1m g
a particular administrative pLegram from the sﬂandpmm of|

,*

.

. * this is the Way it was done. Thus ytclding, not'only aing,

model, but also‘scmng in place persorfal skillé and ncw p?w .
ccdutcs whith an lnsfllutnun can /Jent/f} Mm/bccause thcy '
i peruced them. The! "documentation which MIS produccs
maerely_ describes what the institution has dohe. ; LA
‘The anticiputed reSL/ts should; therefore, be of ious. By 1
Vidualizing lhc‘;no clmg toa smgle institutiond accordanée‘ .
with the concept ¢f management team bu:ldm MIS. prowdt}:
"both aspeuf/c seryice to anTsufuuon and a-gejeral segvice', io
all TACTICS |nsl|£quons receiving the docume)lnatmn» inv,

b
R

.
L4

another ipstance,‘through gperationalizing a n‘(odck unit.ine .

. vosingle msulqun }he |n§m£mon is provided, the agpportunity
' of/.anaLyzmg thestraining and i im pfcmcnlauorr techniuges em-
" ployed by the'MiS tegm and will be able to Structure their
own‘adm;mst;auvc trammg tcchnlques/and pragrams to their
benefit. . T . . . .

. .THe diagram gn the following T page (Flgure ‘4) delincates the ad-

mmls&rattvc modclmg units which are currently under develop-

ment by MIS,. The flow lines in the dxagram depict. the.adhini-
strative unll S rclallonshlp to thrPPBS {stems 1-6) which in |lse1f",
e 15 2 modcl prescnlly under devélopment. .

» “
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S SR \ ‘ ' Workshop .
L : \ : Imp*mentatlon Gase Study " .
. ) ] i C < Frederick A. Fresh . - P :
;-"' 4 ‘?u.l ! S[aff.‘ .V“ ‘ 3
T B R : Austftate far Services to Edpcation, Inc. ‘ .o
Abstract Coee T . R Thc‘{}sign ‘of th{:MlS rrJOJ;Is shquld support Ihstitutional Re
‘ he data and procé pral needs of a
tinf , search data needs 25 wel
Manaécm ntIn ormquod sttcms (MIS) of the stitute for part cular admlmstrauve!arca. Sine, initially, lthe models are |

Servicés t 'Edlmainon Incorporated is aservice omponqnt of
< TACT’C (FTechnical Assistance Consortium fog |mproving
Coliege Services). The major MIS program¥or this year\lsthc .
. dcvclop ent andlmplcmc;rtatlon of model ad, Inistrative
mforma iori management procedures. The |mplcmcntauon ap-
proach involves operationalizing the procedures at a quel :
|nst|Lut|on “under_local msnmuohal constramts ; g
H

e
<

TS assits o l’r}dnqgé;ﬁcnl team at the IQSII{U[lé (througﬁ corp:
suﬂltat)on in analysis, design, implementation, lraimng, and
.docu cntauoﬁ"assocratcd with the pruject. One such'pruliut
was, onduded | the area of Admissions and Registration at
]arws €hristian Coucgc Hawkms Texas, hfis presentation pru
vides a status report and sumsnary of thc acnvmes mvolvcdm
. mm%tlng anﬁ*nmplcmcrftmg thc project.” ’ L -

o

+

v
. ’
P « .

F or'cword oo

A Y
& . - ’
'*Good momﬁng, ladies and gentlemen?
. PR SO : " .
. By thns pointin OUf workshop you shoulé havc sorhe sdcas v
abotst the current thrust of the MIS program——devqlopmg,
d_ocumcntmg, and opcranonallzmg mstlwhonal planmng and".
information management.models. Some of yéu are contribut:
m&to the ?nodcl development‘through your inpdt in the work-
’ shop gcsslqns Addmonally LRL rusulnng'data should support
“institutional rcscarch nccd,s by supportmg comprchensuve data’,
base dcvcfopmcnb - . ~‘,

-

13

Reseatch (IR} scssnons rather than MIS scssnons;l want to pausc
*a mom‘ch;o eﬁTphasnze tht relatlonshlb between MIS® qand 1R
Each institution is bestegcd withseemingly engﬂqss requeshs”:
fol-data for orre survey, or apother. So fring " .,
reQusrcmcnts o fundmg sourcE while othérs may be queries
froma serioys re archgrtxternal to your institution.”T e in-
sgtrunona'l rcscarch ccds data thitts rcadtly accessibie lo
;:\devclop statistics for pfanmng, rcscarch -or, propgsal input. Re- -~
*"sources ar wastcd if the seurce of data and procedtres for pro-
cessing must be gencratcd upon, receipt of each request. Neces-
’ .sanly, then,a symblouorclatmnsh:p exists between the Man-
o agcmcnt Informanon Systerﬁ and the Insutuuoaal Reésearch
officg! The researc consumer of thc goods produced by’
" the MIS. 'Tfhc well- M}s Al capture data at a singte
squrce,’ prodec fog efficient sta agc and support logxcal pro- *
gedures for rv.trlcva and' subscqucnt mampul:mon

"

) . o
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* Since mahy of'you fmay have participatediin the Thstitutional

© with

*béin |mplcmentcd at a model institution, it is mpcranv\e that

. the institutional resgarcher.and other fegular cgnsumers of in- |
stitutional data make their needs known so proper considera-
tion is givcﬁ'dufing the model dgsign phases. ' ,

P / . ) . . v
The discussion on the MIS modg:llng coricept described thc

. pracess for developmg model ad(‘ﬁnlstranve procedurcs and
making them an opcranonal:eallty atan institution. An cle— '
ment of [hIS process was the developmen& of workshops arid
semlnars on the model program unit. This element assures in-
creased msnblhty of the institution’s cffort before the TACTICS

* audience. ce .

5 The prcsentatlon of an institution’s managcment |mprovement
effortata MIS-sponsored workshop is intended to stimulate )
othcrs in the TACTICS to critfcally reyiew its own procedures -
” vith an cye'xowards improvement. Perhaps some feedback may
be appropnatc for mcorporatlon n Subscquanlndlwduahzcd
.models. T he following presen ewﬁkfeweiqﬂlustrate the
model i plemcqhn}«p(m‘jrnd ta stimulate fpought and
discussi N T “ P, e ) .

i F(Charactcristics (Sce Figure 5)

]arv:s hristlan Collcgc 15 a fully accredited, prlvate co

edu anonal church-related college, tocated just east of

Hawkins,  Texas. Although its scmng is rural, Jarvis is located
ithin a 25-mile radius of cmcs with populations qof' 35 000

, or greater. Dallas, Texas, and Shrcveport Loussiana, are both’

" within a 100:mile radlus

lntroducnon

»

'Ins'tit

.
- t

]arws under the leadership of President John P. jones, offers
programs in the humamucs physncal and life'sciences, social .
_ and-behavioral sciencesyand feacher education. Bachelor of

" arts and bachelor of science degfeesare offered in these arcas.
Other institutional charactcrlstxcs are summarized in Flgurc 5

Thc missionstatement of* ]CC as taken from the most rdcent
catalog reads ag follows, s '

’e ’ -

" “The purpose ¢f ]arvns Christian College is to providg adequate ‘

. oppprtunity,in the context of thc,]ydao-Chnstian ethic and
the himigs of its publishc‘d programs, for the maximum

] dcvel pment of all its students| Jarvis has been and remains

*

82\, . B
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. open to all students, but gives speaal attention to the needs of‘ v . Xl
" the, deprived-and disadw ntaged. The college has been and re- Identification of Institutjon ! ‘
. ‘miins opén o all, dcnoxlnauons, but, in its official church - ® TACTICS Work Statement \
service and'fts preparation’ for‘wdrk in the church, gives ‘ ® Known Match Between Priority Problems and
?pecnal atteftigh to mnnnsiry in thc Christian Churches.” MIS Programmed Development
i o] |- v A . ® Direct Request from Institution
TN Pl e— P O g
|| tevel: Foyr Year, tvate, Cb- ) . InitiallProblem Definition ‘ *
v Affil : . t (E:dtu:atuonal T ow +Registration Process too Long!
‘ ffiliation: hristian Chirch (Dn;c:ples ; i ,
. , < | of Chrlst) & Petermine Wiy .
. Camput Size: . 1.000 Acrés o ® Consider Aut?mation J .
) . . - .o ‘
‘Siza: . 1l - N A T
Faculty Size: . 80 : - Figure 6. Initlanon of Contract e
Student Enroliment: 509 (Fall 1974) o e : L e BT
. 1 Degrees {(June 1974): 102 (Bachelors) " | : L [ L
Tuition and Fees: [ I 3 T , .
Boarding f‘ $2,114.20 . } ‘ Recom}nendatlons LN . .
. Non-Boarding 1 $1,234.00 w Pre-Registrafion- !
Estimated Replacemen 8 Single Sodrde of Data
Vlalute of Physical / /SS .3 million  ~ / a' Central ?I Dissemninatjon « :
an . . C
/ Y ® Reduce undant Card Checks and Ehdggfements
7 ,
. i / / ® [ncrease Business Office/Financiail, Aid
Ch Fi gure 5 lnstntu;gnal Charac/erlstucs / / . Communication , l
. lmyﬁatnon of Contaet ee P/|gure 6) 4 Schedule / ' ‘ . |
,‘ The selecllon ofam del }nsutuuo can take one of's cgal ® Proposed Schedule for Preparation of Student Files
forms: . - « LLE _ . for Automation
Py i ! P JREF I ‘e ‘ : ’/
- +® Aninstitution may requesg help ofa spiaflc nat ré viaa - Fojlow-Up / 'L : J
, TACTICS work ptatement,, ® Institutional Resources Could Not Be Allocated to | | .
, P S / ‘ the Schedule qt M;d Year '
{ n MIS may\(\now of an |nsututti‘>n whose prlonty/ oblem Impact . ‘ . .
: shes with a fmodel programimed for develo ‘. ’
: me w el progr n?m or dev pm }- 8 -Stimutation of Concern and Interest Relating to the
2 . L / Impact of Pl?nnmg and Management on Institution-
. ®  Aninstitutiop may contact MIS asa result of its exposure al Operation . ’ N
. to our program through workshops and conferences. 1
. A - Figure 7. Preliminary Investigation o

The last method applies‘ to the initial MI§ contact with Jarvis.
’ During a Fall 1973 MIS In-Service Conference, the |CC Di-
rector of-Intitutional Research approached a MIS staff mem-

/

® Centralized dissemination of student record data by the

ber. The expressed concern tas too lengthy a registration pro- registrar. ’
cess. Later MIS was requested to.determine why registration L o .

consumcd $0 much time and to cons:der automation. 5 . % Elimination of rfepeating identical data on multiple forms.
Preliminary Investigation (See Figure 7) # Elimination of intermediate checking and endorsements of
On Pecember 6-7, 1973, a MIS staff member nd a consultant_ forms. . } .

visited JCC to gather data for-an analysis of ndeds regardinE’W}
the upgrade and possible automation of the sthident registra-
tion system. The'initial analysis resulted |n a ﬁitlcn report

W|\th recommendation for l L. MIS observcd&lhat lhe team approach used at JCC provided ob-

. A i . ist "l' |ecuvc and fa|r assess fnt of the bottlenecks within the registra-
: Slrong program of pre-registration. tion system. The brodd‘ba\ed membership of the committee

\ should add weight to recomimendations they may make for ad-
n Collcctlon of student personnel data on one form at one l gn! Y } 4

® Submission of éonsolidated Insll},of/ﬁﬁnaal Aid awards

to business, offlce. . ‘
. i

ministrative improvements. L
) time ondy. ] . . . ,
373 ~ |
. \
Q ‘ | N ‘ 30 ' . 1
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One préduct of the indtial visit was a proposed cight:month ® Associate the Jarvis Registration Problem with the t s
schedult for preparinkstudent files for an automated student MiS,Admission/Registration Model Development \
rcglstrd“ 1on and gradd feporting System. Ths was infludud with ) Obtﬁ“n Written Commitrnent df the JCC President \

. the |lLaI report. in d fbllow-up visit un May 27-28, 1974 | it | - guct Project Orientation Meetmg with Faculxy :* “'
was léarned that the gr posedsschedule odid have lprovcd ’ Amittee , L i \
disr‘uplmc to on-going activities if resuufces had bcci’n apphed - Delegate Tasks Between MIS and Jarvis co b

’ at mlq year. The schcdulc had not bccn 1mplcmcntc‘d how- JJ : ¢ i F ‘\‘
¢ ! . . . . L . . .
ver . \ s - W Figure 8. Model«nstitution - e \ .
T \ " [ N ' . \
| Jarvis decided that d ‘ringv\Junc'1974 the major objeftivesof. . . . . L ’ '
¢ the top administrative staff would include a period fcon ‘ ;)éggni;:o; oftA;imlss:ons Office as sole’contact agent for
" sultatigh on the plans, schedules, budgets, and policies of«the \ W ¢ student. ' .

academic and administrativé activrtics of JCC for the coming | ® Creation of a master list of admitted students to be distri-
school year. Also, t:zconccpl of automation as it relates to ; buted by the AdmlssnonsOff"cc

rcglslraué brocedurfs was 1o be introduced and the impact ; »

of such a cgnceptarialyzed. — . i Detgiled dlseussmn of-the proccdural flow Is prowded in Appcr‘
‘ ! b ' ’ .dlx ! f

The major/impact of this segment l)f the Jarvis cffog was, as’ .F ’ .
expressed;by the President, the stimulation of }CC'S concern | "Entering Studgnt Registration Procedures (Sce anurellO). .
afid intergst relating to management and planning‘and the . :

mpact these elements have on the operation’s of the institu-, [ This flow dia ram (Figure 10 d/plCtS the flow of the’ CC regis- .
/ton. AY this point, the ground work had beed md for the i tration proce ures. The prebaratuon of registration materials -
futu}c developmenf cfforts. . j /; (registration Kits) will bé complcled for those studenis whose

- f Vo ./ names have:bgerf subitted to the Registrar on the Master

Model Institutieh (See Figure 8) Ve ‘ List, pre pared By the Business Off|ce The rcgnstratl n proccss

\ { ‘

During Aug
~ tiation of
sionsfa

1974, the MIS’ program plan called for the m|

h ] fi semest . .
tudent Records Model Wthh includes Admis- c mg ! s}art of classes for each semester. .
Registratioh The MIS D|rcctor associated the pro-

a is that multipl imale regs- '
direction with the known needs of Jarvis. The President a’c/? or here is that muluple contact with 3 single regls-

T, trdt 1ty has be inated. Discus i ‘
Jdrvis was approa(‘mcd relative to lCC being a model institu- Sr d:nt . I‘l/slt:’atio; fl(c)r:vellsm:m'ct:zdced mls/iu Sclzdnx Bcntcrmg S
tiory. As such JCC would receive congentrated, free consulta- / 7 : K W e
tionms on its need, 1mpl . L. .k, ~ .
mﬁon ofI:csuns implementation ofja solution, and documen o Reglslrauon Proccdures (St Figure ]1) PR _
‘ ll : : re rcglstrauon proccdures differ sllghlly depending on thé :
N[{JS engaged the necessary consullan‘}s and scheduled an emester for which a sludgm is rcglstcrlng If pre- registration v
-~ " @rientation meeting at Jarvis fbr October 2-3, 1974, The re- oceurs in the Spring‘for the Fal| semester, then the egistrdtion | .
sults of the meeting were: ¢ " procedure is similar to that for the newly admitted studen ts.
T ' The similarity comes in the réquirement for the slu‘denl‘xo S '
® A narrative description of the existing registratiun sy stem. _ declare’his intent to reside in campus housing and the need to,
", cxecule financial aid affidavits! The housing rntenl must e |
® The designation of two haison persons. evidenced by thc payment of the housjng rtscrvallpn fee, or ' - o
Mrs. é Clift, Financial Aid Director ncgo;laung deferred payment until ‘thl{ Fail term. o
Mrs. V. Waddieton; Admissions Director/Registrar + '
> . o During pre- reglstratlon the’ Reglslrar may have l\nbwlcdg,c of
® Scheduhng of subsequent activities: the mid-term academic states of the student if that student has .
b ted as b bation. This knowledge scrve
71 Workshop on new regnslrauon proc ures, ﬂ)cccrdber 11- cgn teporte eing on probation. This knowledge serves as
. a gwdc to advisement when considering registration for a given
12, 1974 e . v
{ N , course. Discussion of procedural flow s contained - Appen-
v 7 MIS/{CC Presentation of Procedurcs to inc/n‘jly, dix C. . P . oo .
Janhary 13,1975 ' L/ . - ' . ’
0 Evajuation of Registration Procedures; January 1617, Pre-Registfation Comple'tion (Sée Figure 12)
1978. i ) : Registration for pre registered students 1s completed Just prior
Admissions Procedlres (See F-“ngurg; 9) 1 . - to resumpnon of classgs. The procedural flow 1s shown in Fig-
! N “ . v
The farvis Christian College Admissions Procedures are shown .urc 9and\\d|scu55|on. IS.prO.VIdCd n Appe.ndllx D Reglstratlop |
A . is speeded|by the elimination of academic advisement and sign- .
in Figure 9 The key factors to note are. <

- ’ . off. Schedule changes which have become necessary or desir- |

‘\E]{[lc e "332 ‘ o ' V .
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)CC[MIS Regjs&tra orkshop (Sée thure 13)
The next 1oml§vcrxt was.a wér‘kshqp held at Jaqvis or Dec m-
ber t1- 12,197 The purgose was for informatin exchangp to
- refine the MIS proposcd odlflcauonstp Admisdions. an
Regustrauons procedures. uring the first day; MIS s‘faff re-
. sented the exrstlng registrdtion system frow which was use as’®
" abaseline for modrfrcaho‘n This was followed by a preseqt
' - tronﬂon the proposed adm|Ss|ons and registration sysfems. TQe
' MIS presentations were concluded witha charfwhrch.graphlc
. ally compared the flow of the- exnsung and prolposed syste
’ agar{sta matrix of people/funcuons versus admissions FndTI
. -registration actwmes ¢

<

able since pre- reg slrallun ar

exrs‘trng‘gdrop;add»
prqcedure 5. \

\

4 ~

'

rgbn Sysrem

)

[ -

. k
The’ ]arvfs inputs were- (1) 5 dcscrrpuon of the physic ﬁ Iayoul
of the regstrauon stations for thé Sprlng tern? (2) summary of
_ pre‘registration, activities with staustlcs and (B) feedbdck on
“th proposed sysiem. jarvis accelerated 1ts rmplement tion

schedule by planning and mslallrng their pre grslratron pro-
cess in parallel wrth the re-design of admrssno£ and reglstratlon '

.

Nt

i

The fecdback served lodeﬂpe' the limitations on changes whrch
could be accorpmodated within: }CC system. Examples of con

Slram{s are: '
B

‘
* A} €.
> 0
. t
RS .

/.
® Most of rcglstrauon is, hc(d inthe §C|ence Bulldmg, a7-10
minute walk -from the Admrmslrauon Building. A

%3

s

\ s

® Studentsarriving prior toregistration muyst be housed "
wrethcr or nota houslng depusit has been made.

) Usmglhc feedback the MIS staff reyised the proposed syslem N
" and prescnted it for compy mu, conéurrénce on lhc second day.

%) : <

- . * ».
The ldsks rt.mammg\un the prefuct wele (1') a“presentalnun of
the mddrfred admlsslons and reglslra}wo procedures to the.

“full facutty on January 13,1975, (2) evaluation of, registra-' <
tior, angd. (3) documentation. JCCwas assigned o research and
pruwdc relevant pulicy statuments for ea«.h‘ddmlnrstralwe umt

Lasit pcr,mrnsm gmvssruns and regrslrpuon

S ?‘ ’

’

®

»
€

-

P

'l

-
-

The fasulty wmmrttee lrwulved dat. LCC mcluded the E’resldent,v
Deans, scademic and admunrstrdlwe division heads and repre’

' sentatives ofdffuted arcas (i.e. tsting and guunseling). This

wmmnltce nuw ealls itsel f the Jdms fonagemenl Information, -

-Systems Counuibor JAY MISK. Incidentally, the composition

" of this committee, with the desrgnatrun of aplanning asystant,

Jcould function as th‘cvpldnnm;, ledm ‘irt the PPB context, L

X

'

\

-\3 s

Dchmentanon {See Figute 14) e . .
Two reports were planned for. this effort, one for evaluauon
and thewother for.system docurricntation. A Regrstration Eva/

ugtion Profile Was produCed on. February 21; 1975 and su_bsc

v

L4

~

4 0

Aruitoxt provided by Eic:

>

o~

. eva|uat|ons

|

v

, ‘Jesentatlons \
l xl Exrstrng System (M} )r
. Physrcal Laygut of R glst[ﬁllg Statlon (,JCC)
Surnrnary of Bre- Regl lratron Actvities (JCC)
Proposed Sys em (MIS) ‘-
System Comparative ' tlow (MJIS)' -
#eedback ,

. @ Phy [eai.Cons'tLaints .
= Poliiyty Constr‘ejnts l ‘ :
‘ T oo T

%

l

b .
2 N
2
‘»

n" i

1

U |

<

b
_-"'Resuits ‘
-® Refiped System ¢
® Outline of Remarnmg Tasks J

!
i
f

R
ol

.
.

i
;
!
)
!
!

Figure 13 JCC/MlS Registratio Syste[m Workshop
| .

. Regrstratnon Evaluatlonfrofsle' .
— 200 Questronnalres Dlslribuled

. = 114 Used mn nalysrs o
=~ Recorded T
fA) Student Classificaion ~ * =,

(B)  Activity Processirg Time -
(C} Activity Assessment_

— _Statistical Analysjs of Registration TFime P:owdé*d
- Report Transmitted to JCC in Late February, 1975

]

o,

2

Y
.
~

Jcd Admlssuons/Regrstrauon System Documentat«on"
— Description of Problem .
Summary of Madel Development Procéss
Admissions Pro:;edures, .
RegtstratnonProcedure’s )
- Organrzatronal Re,sponubrgmeg.
—+Forms and Reports Qescrlplmn .
AN

FJgure 14’ p

]

Y

P

A
umerltatton

G

queslronnan’es Of the 128 executed and returned, 114 wer
usable for analysis. “The questionnaire was organized into th
<ections. CIassrfcatlon (sludentclassnflcauon registration
stétds) activity processing time, and activity #Ssessment (slu
dent feedback) A statistical ahalysis was‘perfor ed on the A
reported servicgs- tlmes at each registration actiwty. The statis
" tics, average serwce time by activity, by. cfas$|f|cauoh and
“average total fegrstrauon ume will, provide a basrs for future |

t £

-

9

" - .

. The /CC Admlsslons/Reg/strat/on System Dacumemat/on 1s
the final project report. it W||I jnelude a descrlptlon of-the ®
pr ! m,/ summarxokf,the MIS-model development pypcess, .

ar \
h
.

v

.t




3 \ !

\\ narrative, flow charts and schedules of Admissions and Regrs-
tration Pruccc{urcs, or);ﬁ/mzational responsibilities of admini-
strative units igvolved in the progesses, and gcscnptwns of
forms and repoNs. This documentation is being drafted and

- reviewed. T N |
» i
Summary (Sce Figurg 15) ‘ |
. ¢ have described fiow the MIS implementation approach is :
L teded to work’and have shown throygh the Jarvis Christian
Colifgc c;ampl&th?t\it does work. Thelbasic ingredient needed
| N '

%}

t

by MIS is a commitment by the institution to allocate apprapria

- ate resources to the 'r_nodcl'imp_lcmcnta’tion. MJS will assist in

the analysis, design, implementation, training, and d'ocumcntai
tion associated with the project. ce

5 .

i
i

. . N N
.Akey factor in the approach js individualized imf;ﬂ%mcntatfo .

We began with the existing JaC Admissions and Registration’
procedures and sought to Ynake hem more cfficient. The re-
sufting procedures reflect the physisal and policy constraints
pointed out by the JAY MISK. The implementation process

at Jarvis was accclerategi by in-house pIanning.

! [
/! kY . . . . b | &
o lnstltutlonaI‘Co mitment [ |27 | \ As a service componeént of TACTICS, MIS could assist'your in-
7 .; Planning and Design Assistance Provided stitution as it has jaryis and as it is doing currgntly at Miles .
. ... |¢ ® Indwidualize implementation Approach Colicge and Mississip?i Valley State. Qur services are available
° . . w . .
. u Responsive to Institutional Constraimts through contact with the fTACTICS Coordinating Office or
’ o |rpr|ementat|on Pace Set Through Institution-input by dll’CFt ntact in,our oifﬁces,at the Institute for ?ervtccs ta,
Sera - o e . Educatioff, -+« comm- | SRR T Yy
H - . ; . ’ - Q
. Figure 16. Summary — . / R ‘, , '
‘ : ‘~ i .
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E

e

Admissions.Procedures '

The Admissions Office will send admissions }naterials toall ,
applicants. The type of applicant will determ'.ine' the content
of an admissigns package. In any case, the contents, will be an
appropriate combination of the following:

l

. . - J}“Q‘ Fmancta| aid |etter of award, or denigl (if*aid js fequested)
w Letter of trat,’lfmitta| and instruction. . el ORI
) o . . . 3. Applicant acknow|edgement of acceptance or dechnatron‘
w Application for admission. .* > ot . A L
' . - e - . 4. Housingvres_ervation form and request for room, reservatton
. App|ic_ation{ for financial ajd. e ,fie;v? . T, - ol .- .~f',
w Report of r}tedical history. ) . The applicant must complete and sign items 3 and 4 and retum,’
oo ‘, . them. |mmedlate|y to the Admissions, Office. The room reserva:
* w Housing informatign form| . l . ’,‘ tion fee must accompany ny the reservation request. The S|gned
R . ,[ ; Dl letter of acceptance iS used to update the applicant s status on
» Two-year calendar 1 %:3 ' the masteglist. Y ‘ ‘\ . .
™ Transfer-student transcrot analysns - 'l'he Admnss:ens Offce w|I| create an admltted student roster
< f which will be sént to the Business Office and the Director of
“® Letter to foréign students. . Recruitment. The Business Office will in turn createa master- .

4 A

i Application for admissnon—foreign students,

Pty

The admtssmns process is |n|t|ated when the applxcant submlts

" /the'requured ltems to the Admissions Ofﬁce

~
»
hd »

Upon recenpt of the material returned by the applicant a deter-
mination is madg as to whether the application for admission
is complete, the application fee is enclosed, and all the required

> . forms have been included. An application master control card

and an applicant file folder are prepared. The recejpt date is
then posted for each item that is‘'submitted now and subse
quently. ) .

»
*.
' ~
w
‘

I the aﬁph‘cation package is incomplete in any_way a1
.sent noting omissiong and processing céases until all items
are submitted. .

s . »
-

. "

Once'the package is'cbmpletc the determination is made~by
the Admissions Commuttee as td'the academic dceeptability
of the student. If the student ts rejected, the Admissions Office
sends a rejection I(@tter and no furtherprdcessang is-necessdry.

. N

If the applicant is agcépted and has submitted a fmancna| aid Part|a| transcrupt

request, the financial aid forms are forwarted to the Financial -
. Aid Office for further processing.

Q
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+ * ® Financial Aid Ofﬁce to prepare letters of credit.
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. Health data form (medicall’fo"r'm).

"The Admissions Ofﬁée th‘en‘prepares a reply package containf-
. . T - . .
- Ing: o i ‘ [
/ ) i .
1. Admissions notification letter.

»

" list of students xnd|cat|ng the financial'status of these studgnts
relative to any existing delinquent accounts and the status of
the room reservatidn.deposit. The master list will be distributed-
to:*. ' !

!

» Dean of Academlc Affairs for ,&cademlc Plannlng

tﬁla/{fi,)r room a!|ocat|on, orientation,

¥

] Dean of Studen

~esand testnng
= .

l/Reg15trar for preparatmn of the rggistration k|ts

1
1

o j h S
The master list will bg continuously updated for periodic dfs-
tribution until dzasons are reached on all appllca,nts anhd aI| re-
qutred‘{omis and fees have been submitted. -

' . ﬁ: . 2 .
C/ndltlonal admissiop is granted when one 6r more requtrc- i
ments are not met inwarrénted si tuatlons

M
r

-

>
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Entenng Student R’églstranon Procedurcs

The prqpara!ron of‘re.glstratlon matcrlals (rcglstratlgn kit wrll
bglcomplc’tcd for thosg studcnts whose names have béen sub-
mmed"to the Reglstrar on ihc master list that is prepared by
" the Business Office. The reglsx;auon process for entering

. -students takes place in the days rmmedlatch( prece!dmg the
actual $tart of cldsses for each semester. ¥

= Ce- N

R . .
Students report to the Dean of Student Afjarrs folce to_ob
tain a housing card for lodgmg on by off- campus. At this umc
the-studént affairs representative will notify” the.student if
there.are outstanding financial obligations that precjude -
reg!stcrmg If so,.the student w1IL be mstrucletpiﬁo report to
the Basiness Qffice prior to, commencing registration. AfTof

" the students who have cleared their financial oblugatlons quI

report to the chlstrar
Step 2 h o
The udent next reports to the R egistiar and shows the hou5~
inglcargs Tfr? Reg/strar will 1ssue a reqistration kit and a pernit |
toeguster, Thc registration kit cpntains - . ‘
R - T 3 0
= D&ily progiam cards (3} -Blue, Green and White.

N

o, oea L
L) Tr|a1 sc}hcdlﬁc Y ’
Thc issuance of the’ pcrmu and kit is bascd on the siftus lndlca-
ted on the master hist. This st bas ban rcccnqu frgm the Busi-
hess Office{and 15 the controlhn}, document for cor unuIng
rcgrstratlon’ Ifasstudent arr/ves at the Registrar witheut having
Satisfied ks ob//qunons or without present/qg a BusmeSs Office
clearance rece;p\f,-he' 1s directed to the Busmess Office for his -
tlearance and musi refurn to (he Regrstrur prior to contiming
reg/strat(un If the studgut hd\ClLer‘d all f'ndnuar ubligatnuns'
bufhas some mlssing documentation thatis ycqu:rcd by the

Admissions Officg, he/she,is directed 1o the Admissions Of

B
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® Confer with advisqr to plan academic program. .
- » . e -
w Select courses with help of a_dvisor. . T

B forcoorseand (1”7 the tria! schedule inmal'&’\vhen‘piaccdkl .

* 3
”,

rd

‘

» A . . ~ ¢
" Prepare trial sthedule undér sugcrvmon of advnsor and |
. obtain 'the advtsor ,9’5|gnature on trlal schedule

v

= -

& Proceed to faculg/ member in drwsronal area(s} to earo/]

. on the class rolt {if a class is closed return to advisofdand._ -
* seléct andther course). o

¢ L.
. ST e f w0 ’
.

n F|I| in per.sonal datdon reglstrauon cards and transfcr
courses from trial schedule to daily prpgram s«de of the
reglstrathn cards Asange courseS'so that the time classes .
. meet fall i |n Ghr0nolog lorder U A .

FORN !

an

. . ) ,
n Ob't'ain signature of advider on rcgistratfon };;ards.

B
4 . [}

Step 5
Proceed to_Dean,of Acadernik Affairs for endorsemept The .
Degn will examine the student’s program, /nrt/aze airy c,errec-
110n5 and approve.it by signing each reg/strat/on card and‘the
trial schedu/q < : ¢
" ps .
Step’6 - -',‘ - *i' e ) )] .
The Student thch procccds to the{ he cking statro,n to havé al
forrﬁs audited for accyracy “ind mpleteness. If they are n¢t -
in ortjcr the student mist make hé\tcver correttions are npc~,
essary ancg return to his advisore? o

. “ A ‘
ta
> “

&

\ xgs Y \ — é—l‘ - ) ~ ,’I‘; . .
. StcpJ (Students with automobl‘)ks only) . AN

Proceed’ t'q;thc automobe regisiration s(auun to register thc
~vehicle ar(d obtain a parlung permit sticker to be afé??j to the
v“wehicle. . . . \

. - -
“ . ‘. T

; R . . \-l ¢
-fice to makc arran&cmcnts for cfcarmg thosc ccqurrcmcnts Step 8 ot ' X > \“*,
prior td continuing registration. . chtthc studcntshouiego to the‘atcoupt.@nalyst The hous . ‘;a T
Step3 C . - ) N 1ng‘card is deposited h,prc a\ﬁd\gn asscssment form i egved.‘ 4 .
tep ~ ‘ . . Financtd aid .and ny prbvmus accaunt baiante wm be rgg Rﬁd n
Once all cl,carancus have bccn obtained and thcrcgtstratlon Kit \and/opfccongﬂ,cd‘m S A ) ) , A\\ L
issued, the student proceeds to t t’/'/nancra/A/d Office: /f/]e -, . o ‘s e ‘, . \51.\% %
has been agarded finaicial assstance. Here the'student evecu- 'Step 9 ~ IR r‘, Y P o, . ;k”,;_: o .;‘
o " - ’ Ry g "
tes an affidavit and receives a f/nancra/ ad ien n?l’ crezi/‘t Thc st dcnﬂhcni,oes o thc 1A dcmlcasscssor who, . - T
‘ - - [ ‘\ > . . Y . il P ot 1‘ -
Step 4 ' nr { Ll Computcs tumC)n charges . Y - ’
Students-next report to Advisors. Thcfstudcnt \x:H do the folgm . %
lowing during the advisement period—— 7~ ’}‘f\ : " Assesseslaboratery feés. — o - =
R / I3 * - .
LS - e 2 : A T 2 T .
e . -1 /‘-/ : — - ’ b
9 e AT T
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v > ‘. . . Al ‘ . 0"
. A, » . * . . hd . . A
. Procegd torthe Busiaess Office assessor who? t Procccd to the |denuﬁcat|on card‘stauom .. :
- > * - - * . ‘ . "
: ’ : .. / . te . :
L s . . . . -, I .
- ® Makes a summation of cparges, less fihancial aid. ., " Present pink a‘sscssmcm fqrm to 1D tymst, ;
“ . v . . : ., . . -, : . )
. u. Sit for photograph. oo
. L] Collects whltc blue, and green coplas of assessment form ¢ ;oo p,_” graph. | , ‘
sl leavm thc student with the pmk copy. s . . Lo , : o
L e P . M e m Retrieve pink assessment form and 1D card.” '
N v T ! .ol -
i » Gives BusmcssOfﬁce clearance— tnal schedulé aand,bluc,. * i ) fLetes th ctratiod ; , s de
is go registration pr r .
.. green, and white registration cards are stamped. . of mpetes the reg tration process for an eniering stydent
. ! P . - N
) . ' : NN Sl ent Heldings at Completion ofR istrationr - .
& Conduct negotiations for deferred payment, if ngcdeé. }'d b‘g ngsat Lomp egistratio
R . : ! P, Bmk copy Gfassessmem fo\w . N
. ’ * v \ ‘ .
- Sttp 1] i ; ~ & .' ] ' v
’ . e o . " ® Trial schedule whi st be present each instructor
— _ __ Proceed to the cashier: . SN T al s ch must be presenied fo h\l SHMCtC
- - - apon initial entry lnto each class scheduled.
8 _Payment of fees and charges. . v - o : ° “
T . . u ldenuﬂcat}on card. g . ’ \
L. _® |ssue all receipts. -+ T T M ‘ T : ) g
T £ . - ’ 13 N M
% . * . P -t
v » Collect all forms. The student retainsth_q\plnk copy of the . .
g assessment form and trial schedule. ) T ) -~ -
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. Pre-Registration Progedures

.. “w Daily programs are written.® .
. . ° AN .
The process is outlined by the following steps: . . <o
- . e - n Class roles are forryed - ( R :
Step 1 ’ “ . ( “ N '
. Pnct up pte- regustratnon kit from the Regnstrar s Office. i by C"“f'ed bV the Dean of Academic Affa"s C
Step 2 ( F/nancm/ Aid Students Only). ' Step 4
. Students who receve financial aid will proceed-to the Finan- . Next, proceed to the check station where the forms are audi- * .
clal Aid Office to execute the appropriate affidavits. and get ted for accuracy and_comeleten_ess. .
- . 3
* the necessary clearances AN S _—
: -, Step 5 - .
+ Step 3 e . T, A - The student next moves to the,BUsmess Office assessor who
Students proceed to advisement where. . ‘ assesses-all” other.fees and 191a|s the,aisessment forn.1 Any ar-
. . rangements relative to deférred payments are negotiated at
"m .Degree plans are reviewed. P this time. The student leaveshis pre- reglstratlon kit at IhIS
. ' point and termlnate(pre -registration.
® Courses are selected. C ) /== \
s L .o . The collected kits are forwarded to the Reglst;aa' for subse- \
® Trial schedules are prepared and signed by the advisor. quent processing before the next term’s reglst.r'atlon. !
- - : . . ‘ . ' . ® -0 .
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. Completion of Registration—-Continuing Students Procedures collected. The student retains the pink copy of the Assessment

-
Form. The forms are*forwarded to the Registrar who is respon-

Registration for students who have pre registered is completed
sible for distribution.

by the following steps. - ” .

. Step T T . . Step 3 ' . ,
Regls(ratlon begins in the Registrar’s Office where the student o appropriate, the student proceeds to automobile registratfon °
,  obtains the registration kit containing previously executed to obtain a parking permit.
forms. Prior to issuing'kits, the Registrar will check the master .
, list that contains data fronvthe Business Officé and the Dean Step 4 .
uf Student Affairs, The Business Office data indicates the stu- Finally, the student moves to the, |dent|f1catnon card section

dent’s financial status, If these records are not in order, th . and pases for the 1D photograph. The typist completes the 1D
student'must proceed to the Business Office to obtaina fn&t\ card and the student retrieves the card and pink copy of the
cial clearance prior to continuing reglstratlon. Once the Busi- N assessment form.

ness Office clearancc is obtained, the student returns to the i \p A
Registrar’s Office to obtain the regastrataon kit. If the student Student Holdfng's at the Comhpletion of Registration

is found to have academlc prpblems notification will be given, m Assessment form (pink\mpy), \ .

but registration may con tinue. ‘ '

» ., ' ' ’
, . .. ® Trial schedule which must be presented to each instructor
Step 2 _ - . upon initial entry into each class scheduled.
The student next goes to the cashier. At this point, all students ' e <

will satisfy their financial obligations as determined during, pre- ® {dentification card. _
registration. Appropriate receipts will be given and all for

\
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Lhe Association for

. My tupic 1s the'relationship between management infurmation

e

E

systems and institutional research. | am more comfortable
defining wstitutional research than { am in try ing to define
management infurmation systems Ontthe latter, as a basic
starting puint, I would use the definition Paul Plourde (ECS,
'1972) and uthers use. A management mformataon system
"An_ infurmation system which pruvides the managcr with
that information he needs to make decisiogs.” This simple
definttion has the virtue of focusing on the oblecuve rather
than un themeans whether manual sy tems, Computer based
systems, of sumu combination uf sys ms uxd to reach that
ob;ccllvc.

With respect tu institutional res arch, | wuuld sugge st the ful-
lowing definttion: N

N
Institutional research 15 the study and danalysis of the upera-
tions, envirunments, and processes of institutions of higher
education. The ubjectives of institutiond| ruscarch include
achievement of ymproved institutional seif-understandipg,
clénﬁcati}in of the uses of the human, financial, 4 Wsical
resources, evaluation of the teaching- Imr;};géei, policy
d

analysis su pomvc of cffccllve"planmng assessment of

Thc na/rc ol

and relatiofs
principally in
significant an

to other smulmndl‘aclmllcs havu evol cd
e past decdde. Although now rtcognized ada
cparately identified activity in alarge ndmﬁgjr
of\ynstitutions, o higher edydtion, msutuuonal research 15
stithrapidly chanding. A yfuverkally acccptablc and fully com-
prehlnsive definition,of the field Drobably 1$ still some years
in theYu ture. . ‘

. d *
The corfcepts ¢f scif-study and self-cvaluation are the founda-
tion frork whigh institutional research is evglving. tn-2 broad
and gene gl sense, all institutions purfurmingsucial functions
have, th ughuul history, been subject to wa‘ipdllun Evalua
tion may fc internally generated ur it may bc\exlcrndlly m
posed, it may be explicit and planned or 1t may be obscure
“nd almostgnudcnfal it'may resuit 4g abrupt change or it
may b}ung change evolutionary in nafure. 1
For i/\”stitulions of higher education, aspects of cvalualior} ‘
arfd analysis today attnibuted 1n part to insttutionak research !
have evolved from a’continuing, but seldom explicit, review of
activities in relation to objectives and to resources. As institu:
tions grew in size and complcxny and as the supporting

/
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The Relationship of Management Information
Systems and Institutional Research

Lois Torrence
President

-

[y

Instifutiondl Research ..

agencies notably the pgb}'}ccfundingbodies asked fL;)r more
and more justfication for increasing suppert, institytional re-
search emerged as a sc parately organized function in some
public ifstitutions. In the past decade, private as well as publlc
institutions, ar)d small colleges as wcll as large upiversities,
have rc/oogmzed the need for the instiTutional rescarch function.
Statewide and national cducatnonal aﬂenctes also have begun
‘toutilize msmutlonal research and its products.

-

- Am?ough msututlonal research has beerrevolving rapidly in
the past decade, the developments in the automated means

- which are available for usc in creation of managémenl informa-
tion systems have been more hkc an explosion. And an un-
planned exploston leaves a grcat “deal of debris in its wakc (1
will return to this point later.) '

v

N .
Sinte my field is institutienal research, ! would like to ap-
pruach today s topic from that standpoint.and would like to
focus the foE)ic on six areas that § think are \mg:jor parts of
institutional rescarch. As | review them briefly,the critical
role of an cffccnve management lnformauon system will be
implicit, l‘/f not always cxphcn Thc six functions arelor are
related tg° : :

¥

= BasicData j'm—“-
- AN .
= Manpgement and Info o .
® Anglytical Supr;or{ X
= Anhlytical Models . )

= E\V
o
I/Planmng /

A portion of the information whicf;] will be covering 1sin the 1
|
|
|

pru uf being develouped by Bernard Shechan and me for a
shurt drucle that will be incjuded in a proposed /nternat/ona/
Encydopedia of Higher Educat/on -
F?/CTIONS
Basic Data )

dcqualc and reliable data are thc basic bul[dlng blocks on
whlch msmuuonal credibfility . the external commurtity gan

be achicved. Within the collegiate community, faculty reluc-
tance to consider the educational process as amengble to any

S are .

/
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<Y The suc

. 'useful yuantfication presents 4 challenge to the institutional
researcher. "Uulizing basie data, maintaiming a constant inter-
estin basic upcrating data systems and, at times, collecting

~data, an significant and centinuing functions of institutional
“research. You may be familiar with the Saupe (in Dressel,
1971) requirements for basic data. (1) Clear definition of the
clerfents uf basic data with acceptance and understanding by
all who deal with the data, (2) internal congistency, (3) con-'
mlmL} over time, to the extent that s fe ible, (4) avail-
ability through timely, scheduled, and (cglﬂar procedures and
ﬁ@uunun. and {5} capability of being understood and of
“bung accepted as authoritative. A datd system built on thesg
:’. pnncu:;hs should provide an ar\stltuuon with sound internal
. basic data. « . -
"o , SR
2 l'r-xst_itqtiqnal'rcscﬁrc#haspccn, as the name suggests, institu-
uonaliyoriented and, by choicevather strongly directed
toward ion of management related problems. The in-
stitu tionaf foeus rcrﬁphasizcd a myopic view of higher
¢ducation whife the manage focus, with its reliance on in--

: \
ve toward greater openness with institutiond) data,
the csta Fﬁs’? ALOf state- wndc‘emmmss;ons the.early efforts

f the Naiioﬁﬁ:kn{rf:r
ccent efforts of the Na

~effecYive use of)wtcr institutional data and tg extend hlS o}
her k wledge ‘of data and of higher education trends beyo
the boyndaries of the campus.

e . -

a7

-

ssful development of a basic data fjle for this co-
. * operating\graup of devcloping institutions placés you far
&;hcad of most institutions. There are other groups of institu:
tions whic
Without having a shared common data base. THe state commis-
supns or agengies are now the chief m3vers in priessing for com-
tnan data and Yeporting, but these efforts are lithited by geo-
* graphic boundaries, in some cases are limited by, the public and
. private dichotomy, and in othver cases the value of sharing is

leitcd by the disparate nature of the institutions included in -

, the state system. For cxamplc if there i tS only one state univer:
“asily, there is not much that you can comparc when you try
toshare data within the limit set by geographic boundarles.

~
L4

Q . \

E

tr dmonally share reports on varigus activities but |
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generated in the vperdtions of a cullege of university into
comprehensible information to serve the policy—mdking,' .
planning, angd governing processes of the institution . .
Management mformatxon is created when the dclaalcd opera-
tional data are mterrclatcd analyzed, interpreted, and eval-
uated in reference to the pol»Cy issues and decision problems
ing the institutional administration.’” Data itsclf, then, is
not information. 1tbecomes information only when it has*
been analyzed, interpreted und rclatcd to poficy questions,
* Because of this fundamental interést in information for de-
cision making, the institutional researcher should be involved -
" in the planning, design, and evolution of the insti_‘lulic;n's
informatioh system.. » | : ST,

.

-

On the campus each service or admlmstratlve departmént is
primarily interested in the information system which supports
1ts own operation. The institutional researcher may well be )
the anly person withaontinuing interest i linking data erm
different operations. For example, the calcutation’ ofinstrug:
tional costs requires linking student cougse enrollmenj data \
with course characteristics, with person é i

.

linformatidn onin-' ",
structional staff, and with data from finakcial information -
systems. The institutional researcher, thel, is interested irf

¢ something which makes it possible to cut across what might
dndividual, small segments of the system The individual
segments may very well sgrve the purposes of the payroll.
office orthe registrar’s office, but there mdy be something
missing in terms of the linkages that would bripg this all
gether and make it the most useful for the institutional

_ rescarcher. \iny when the various institutionalsub-systems
af?n’:ompauble\can the institytional rescarcher mgkc full and

7

| don't know to what extent ydur consgrtia are usifig some of
the nationally developed commdn dataijeﬁniuons. suspect
that you are ysing at least HEGI§ and yo
of the NCHEMS products.. If Vo are using NCH
l would}say sumply to usgw

it will

t produce wha(iyou need.

tionship of data: At the institutional levef, although caeéh
~ ipstitution is not nearly as “unique’ as we would like tol
thmk we also are aware that, patterns and processes are
neither rigid nor identical from campus to eampus. Even; S0,
compatibility Wnth the nationally, developed systcms m/)j
bccomc essential in the ycars ahead.

7

'; 4
_Analytical Stupport/ .
_The provision of analytical support for allocating and uti-
Ilz,mg resOurces'ﬁs another funyuon of lnstltulnonal rescarch
3 !
/ . ‘.
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'd unmeasurable. »

r

{n many ot your institutions, | assume 'thr. Financial Viee-
President or Treasurer is the budget officer and, as such,

makes many of the dccnsuons . The rnsutuuonal reSearch of*-

fice should be able o suppli, substantial support.to the budget-
’makrng process, espccnally in supplyrng comprehepsive analy-

sis of past, prcsont and proposed uses of rgsuurces in relation
o the institution’s educational programs,.objectives, and rey,
sults. Institutional research is drawn into the budgetmg pro-
cess because of its |nstrvt_,[tTcn-w\de perspectrye “on policy add -~
plannlng and because of its prirnary concern with procésses of,
integration, analysis, interpretatipn, aod evaluation of ifstitu-
tional information; .

There, afe many practrcal.problems in attcmpting to account -
for total institutional resousces by program by conventronal '
ob;ect and by organizational unit, especially whencampus
“cenditions dre often ill defrned and outcomcs are perhaps

-

Connnurng challenges to the analytical skills of an off‘ce of .
institutional research are found in three’ areas . faculty actm-

ties, facilities utilization, and cost analysis,
Y -

L.

Studrcs of the usc of faculty time frequently focus on
scheduled rnstrucuonal activities. These are the most visible
and wr;hrn strict limitatons, the most readily measurable of
the variéd faculty responsxb‘ﬂmes Steckleln (1961) outhned
. methods for identifying mote fully the range of instructional
and non-instructjonal 4ctivities and the relative propbrtlons
of facult\, time SM on éach, A survey of the faeulty is used
most frequently as tfre source’of the infofmatiori on the distri-
butien of time. | haye great personal feluctance 10 use surveys
which ask facpfly to gjve their estm4te of the amount of time
spent on various activites. Somm L lhe hours almostin- . )
variably tofal just over fifty” per week., More {ntensive studies,
such ds one in British Upiversities d crlbcd by Carter (in Doi,
'974), have utilized a diary kept b\,\ aculty members who ,7
ere requested to make en tries cagb alf-hour f0r selected / p
Zed -

»

cks during the year. The use fulnes of this tet hmque is
highly dependent on the attitudes ofi e faculty Who are as
.toparticipate. Despite refinements i in. acult\, act%vrt\, and work
data, Blackburn (in Doi, 1974) quite rightly states that
colfection of data on particular faculty Behaviors and attitidCS
doéds not lead to a summation which portrays the reality o
professional flife.”” Furthermore, there is’She qucstio¥ of joint
¢6¥ts and 10|nt products. If afaculty member is working with
a graduatc “student an_q\con ducting rescarch how do you de-
termine what gortion of his nnm.un&rucuon and what por-
tion research? This is another of the problems vyhich we have
not resolved satisfactorily. | ’ “l \\

- \
v
v

Principles of facility analysis are perhaps the most straight-
forward of the sgveral resource categories. However, the
magnitude of the data problems of space inventory andutiliza-
tion and the judgment requfred to-obtan agreement for space

ERI

Aruitoxt provided by Eic:

. sion severely limited, attention must be focused on better

‘fsecundary Education in the United States Suggestcd that rfa-,

) N

factors and utilization standards for variéu_s program§ and
kinds of space complicate practical fac'iliQes planning and man;
agement. Today, with capital.expenditures for physical expan-

(howcvcr that may be defined) utilization of existing space. *
This may ental re‘novatlon rather than construction, or less
_departmentally controlied and more institutionally controlled
space, or more joint usesof high cost space. For example, can't
chemistiy and physics c,lasSes' use the same basic labordtory
fécrhties, or biology and chemlstry .classes, for that matter?’
Can't engineering drawing and arf,yse the same configuration
of space? The point is, if we look atspace‘in entirely conven-
tional terms, we will be unable jo'respond effectively to the
shifts in student interest: . . <
Cost analysrsas a function of institutional research which 1= *.
closely related to allocating and utlhzmg resources. Institu-
tions have d6ne cost studigs for a long time. The most com- *
mon studies are those whichr deal only with the direct cost of
scheduled instruction. Other studies fall at various points
atong a continuum from direct cost to full cost, Typically,

full costing.studies define a set of university activities ang esti-
mate the extent to which-each orgapizational unit contributes
to eactr activity. The costs of the activities of.the uniyersity
afe determineg by relating the kesource allocations of each or-
‘ganizatignal unit to the activitie undertaken by each of them,
and,,as\appropriatg, the costs, of the umversnty activities are

3

would include direct sypport such a3 clerical support, sup- '
plrcs equlpmcr\t and lf feaslble somg allocation for the cuSlS .
viously, the management lnformatlon stem must be at lcast
moderateh, sophrsﬂ,catcd if thiss to bd\accomplished and i1f
itis to be utilized pot only “for departrigptal costs but also -
for the,costs by stul ent ma|ors . \"\ - : R
- v i\ . .
The 1974 report of\ e Commrs&ron an the Fmancing of Pysts » - A‘
nonal stand ard procedures should be dcvclopcd for determin-
png per-student costs 1n post-secondary education. The report
\\[as followed by an intdrim proposat{Farmer, 1974) for such -
procedures. The potential ramifications of national costing pro-
cedures, especially if they are utilized in establishing policy
for federal funding, should be evident to those concerned with
higher education management. - . :

@ .
. . '

-

Analytlcal Models -

Moving beyond dctcrrnlnatron of the ¢osts of spccrfrcd activi-
'trcs cost analysrs may employ formulae which estimate costs
or predict résource requiremepts on the basis bf |nst|tuuonal
parameters, such as the number and distribution of studcnls,

L
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clasy size, fatulty workload, and salarics. Sometimes calldd ’
samulatnup models, these varied computer-based analytical
tools are used fairly widely in education (OECD, 1973; ECS,

. 1972). Analytical models are of interest o institutional re:_
search for several’ rcasons (1) modehng leads to a bclter un-
derstanding of the msmuuon sinde basic assumpuons, objec-
tives, and values tend loﬂbecotnc more cxphcu and hence,uper-

ativnal, {2) models tend to routinize some institutional self-
study procedures, (3) modthng may give decisjon-makers in;.
sight.into thu complicated rclauonshnps among costs rcsources,

and tcumcs and (4) improvement in uomplstenes accu- ¢

racy, §nd consistency of institutional administrative ta base

usuallyyaccompanics experimentation with rﬂOdels. .,
fe -, e T, \' .

Thc Qudry fnode! sys;cm dcscnbcd By Jamcs Welch in ?aper
gucn at the AIR Forum in Vancouver in 1973 appears t be a
" large step in the dircction of enabling your consortia instRu-"

tions to expefiment with modcllng . - ‘ '

"Given Ihcnx&lmltauons, promise;, and populamy, the ldeas d
" techniques dnanagement science and*systems, suc?x as cos
benefit analylis, data base management systems, program bud
geting, and stddent and Taculty flow models, planning and re-\
source alfocatibn models may be a primary concern of mstltu-
tional regarch. It of these require raaher sophlstlcatcd -3
hardware and sdftware It is a functlon of institutional résearch'

sc, and¢valuate approaches *
- willnot so~quanti
= vitiate the pri

. the scholar and the

(Y
s

.

Evaluation

I think on evaluation 1 will say simply that there arc many
kinds ofevafuauon Thére can be cvaluauon for accountabiti
+ thatis, to‘dc(crmlnc the wns/}" of thc way inwhich you'%’r
USINg y OUr resources 4n terms ‘0f what you hope to hase in the
Y. .way of outcomes. o

"\

T e ?- "

The need Tor evaluation for,dcwunmblhty andmlcrnal{gan-
“agement s feltin all sectors uf postsecan.dyy cdu»ahon 7\1
thuugh the production fu ann.? are unccrlam and the mpuls
n'at fully cdmprehended, hygher ¢ducation |n5tgtut|onrgidvbave
objectives and outeomes whu,.h reyuire fundmg and hence

4 crediéfe luS[lﬂGﬁqu : S \

C
S .
-~ ‘ . 1

Prubably thc drea in whlch institutignal research has. faaled’t
do what it should du is in the cyaluatioh of tt.\acpmg dnd learn-" ~
7 ing. More is done, | believe, in that arca b\, those s the disci- .
phncs‘af&y chology ad‘d educauon than n thc uffn.cs Ufﬁ
stuunonal research.
N
There are other areas of evaluation such as thase related
sponsored and departmental resedrch in which we have donc
.almyst no evaluation of.the rescarch process. We do a lot in

T,

. .

ERIC
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““tent that the. evaluagion will | bc doubt

nin‘g is that the plannin
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4 > g % e N
L o . . K s ‘

- ’ R ¢ a
'
k4 ' - ® i -
4 ' ’ LI

. 4 o .

. . . - L) - e .

L - . .

.
v R . o . * e
L4 e . v .

the 'way of gathcrmg mformatlon ont lhc [Oldl dollh?s involved
in research grants ‘and hstmgsv of publicatidns growing.out of
rcsearch but very ||ttlc on the research proCe55cs as such

. . .
.
.

When we look at cvaluatnon prqccsses, we should kcep in
mind the warning by Snblcy {Bowen, .19243 that "when evalu-
ation beoomcs insti tutlunahze”d especialiy wth lherc 18 diss«
sentjon about governance, pnormgs, and purposes, “and

- |mpcdence is therefare high the entire process‘becomes polit-

icized, the results have dubious.value, and the costs o the Sys-
tern) are truty staggcnng . Vo institutionalizé and thereby -
routinize evaluation may bc to kill\it ... ."" J think the w;sdom
of this is that when you get to the point effcelmg that you

-have everything under control, thamve:ythmg is completely * e

routine, that you ‘may very well have disturbed the polmcal

processcs ahd the celatlonshcps on the,campus to such an ex-
will be challenged,
and you wm find' yourselfbatk at thg l\mgmningagain, trying

to w0rk out a new systcm of evaluagjom. o

.
.

-
-
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Planning , W , ‘ .

. Support of the planning function is anpthc?r major function of

institutional research. Planning is a continuous process which
icludes the establlshmcnt uf goals, the selection and assess-
ment of alternative ways of achieving goals, the dgtermination
of the most appropriate alternatives, and the devc{opmcn‘t of «
methods of évaluating the probable impact of alternative
prdposals | .

%

Lt is a proper rolc of institutiopal research to assi
nd dccmon miakers in cach phase of planning. In essence, ar
e Stllullonal reseagch ought to be functioningas a

pohcy analysn and, in that way, provndmg support to the
p,'annlng effor[ n\.\
N\

am hesitant to makc dogmiatic slalc$n ccrnmg the

tclatignship between planning and instititional rédéagch. On

2 1 campuses those funcuons have been combin S
whereas on Rrger campuscs thcy may be separate offices. The™
distinction that 13eg _between institutional research and plan-
ffice on a large campus may be a
dg’psnon making officc. Deci3teq:-making is seildom the role
that the institutional research pers akes,so that 4 separd-.
tion of she two functions may be mare U thanm%
in a small institution. Qn the small camp‘us the decision-
making is probably at avice prcsndenual or presidentia |
rather than with the planning office.as such. Whatever the re- )
attunshcp may be, there avould hardly be an uffice on campus
that could provide better assistance to the planning funcuona
than the institutional rescarch offieg %, ~ ’

As Dressel*(1971) has pointed ‘out, . . . planning is ano'st at-

‘tiua\ct;vc and accepted when it involves expansion in program |

and dcilitics,” Under the conditions prevailing in the carly

» ‘

-
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} grams are going 19 be gut, plannersrn ‘higher ed’ucatlon need .
alI the crtdrbnllty and analytlcal support that gan be mustered

. fur

\

These srx funcuons Qf an IR off'ce can, be lmmcasmably aided
by a well concelved and effectwely operatmg management in-
formatlon ystem’. This system does not havo to be autemated
but the capablllty of response withih the tlme frame most uf’

1970 5, when plannlng is viewed as meamng,that somepro- -

usare gven’ a day, or two huurs' may be lmproved wrth auto-

" . mation. | carefully said ! may be”' because experlence has
taught me that the manqal system may sndeeg be speedicr i in
some cases. The transition to an automated system or if yeu
arc automated, the transition to second or third generation
hardware of software systems may be the most t aumatic ex-
peucnce of your career! (I think | heard “Amen”l\’n this cor-
. Rer.) i ~ ’
\Smce 1 betieve many of you are dlrectly |nvol\&\m\or
Yesponsible for |nst|tutronal resea[ch on your. campuses, I
"+ would like to make'some comments on some* of the con-
ditions whi¢h I feel will contribute to the effectiveness of your
work. Some of these may seem unrealistic,“but-that does not
stdp me from saying them.

A .

The officeof institutional researeh -or analysis or studies,

7

etc. should'be staffed and placed in the organizational struc

tures of the institution tg best meet the purpose of that in-
stitution. The office nee s reasonable autonomy to ensure
independence from speci | interests, to sustain the credlblllty
of its findings, and to profect the staff from exgessive igvolve-.
ment in short-rangt upera ing concerns and crises. Thus, an
office of institutional resé rch wtl;e mphasis on management-
related studies and actmtl mlght feport to the president, "
while offices which aré mor uvalved in r(’.scarch on s‘tudents,
curricula, teachmg, assisting faculty, angd other comimittegs
with self-studics might tepor. 10 the atademic vice- president.
The proper place in the\1ns't|t tional structure for the office .

depends on the pecularities of the specific institution. Regard- '

less of organizational locatlon it is imperative that the qffrce
oflnstltutronal research have thstitution-wide access to basic
ation. It is also importa that the office be regarded

fcipal source of reliable institution-wide data

I"'

. 1 \\«f \ .
. R ..
he office shoul ef{ee,wrthlhltmqorltles, andye-
sourctsynlo provide Swvices to anyone on request. Thisisa }

broad charterQut the |
aware that the insti

ent of the statement is to make yo

iony researeh office should not be per-
ived solely a5 an arm ofthe administration. If possible, you

tll\uﬁ try to help yolir college senate or legislative body and

Irtsome lnst1tutlons, the.staffo‘f an office may conslst of a .

~ sihgle professnonal person, Occasronally, a faculty member
may be given the lnstitutlonal reseafch assngnmen‘t while LOrE~

. tlr}umg with 2 reducéd teaching schedule. Stljl other mstnu-
‘uons yse spectal f'aculty commlttees for the study 6fspecrf‘c
issues and rely on various admmlstratwe offices fur the cuns
tlnulng data needs. It is probably not economlcally not pullt- N
“ically feasible to staff the office of institutional research with’
the full range of permanent staff analysts who would be,
needed tp meet all of the legltunate demands made for mstuu-
tional research services. The capabilities of a given staff of an

. Office of instifutional -research should be. supplemented as

. needed by calling on the skills of olher institutional personnel,
notably faculty with the broad rahge of expertise re_preSented

in the various drsctplmes . 5
o

-~
¢

rs

.

Olf'ces of institutional research may dlf?er on the bafsns of
operatmg style and degree of professional lnvolvement 10 sup-
port roles. For example, one office ‘nay act only, or mostly,
_inresponse tospecific requests mte(nal and external, for sta-
tistical data. Such an office mlght be charactenzed as operat-
ingin apasslve mode. In cantrast, an pffice with an active
style is characteriz d b)‘l the abiljty to?antuclpate need for in-
stitutional research sesvices. It may~an,t1‘CIpa‘te simply the need
for specific information, or_the need for improved information

systems, or even the\need for ma\nagement tools and techniques

to match the mstltutlon 's management ster Worklng within
the institutional management style arY?:l the realities of campus
politics on which the ultimate. effectlveness of its work de- .
pends and utilizing state\(nde and national information, an
office of institutional research should antlclpate,,not\wst re-
act, and sheuld take mltratwes which in the profcsswnal judg-
ment of the staif..mll prove benefrclal to the institutien. The.
judgment of the dlrcctor and the director’s relationship with
administrators.and standing with faculty colleagues can be N
important, even crucial, assets\tolthe officg. ’

- . - ¢

Institutional Fesearch and the management process i1t supports
have their politics, psychology and art, as well as their cco-
nomics, technology and science. Since the oollegial system of
government of most institutions rests ir part on shared
responsibility and shared value systems, institutional research
must be effectlve withih the various facets of campus decision-, -
making paradlgms. . e o

»

V' / ,
Operation of a an ofﬁce of lnstltu ianal research raises some
difficutt questions of strategy and ethics. For example “the
uffice may provide information for both administration and
faculty in the collective bargaining processes, and this im

its commigtees when they are vyprkmg on policy _guestluns if plies that the office must be trusted by the major sectors uf
you can dedelup the ability to respund not only % administra the institution. The office of institutional research must be *‘?
iyn requests byt alsu to requests frum uther camponents of a part of the institutionpbut it should be free of domination |
the coftege commynity, your chapce ofbemg vxelNed as ob- by the administration. The s{fice must be percewed as an
—Jective-will-bee M objective source of data, There wrll be a seminar at the ‘
o TR T ; B
e b - o b
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.. Assgciation for Institutional Research Forum in St. Louis ~ ', Drsmformanon/ A brand new comage to beeulled from,
5 in late April on she subject, of ethics and values in mstrtu o . thislong dull re/ease?md /owng/y preserved between the ’
.. ‘tional research. This is an area in Whlch very .little has, been pages of a big dictionary in which it does not otherwlse n
. written and | will be very interested in the suggestions Wthh N appear At /east;not  yet. i
-7+, +come from this seminar. A ' ) . . Y g : '
L G . i o BN Lo n ume, not knowmg about dlsmformauon w:lfsure/y be
N . Inthe context of the value of the IR office being yiewed as a grammaticaf disdemeanor. It may | not exst in the English
t ._' ' ob;ectwe and in view of the rellance gf the IR office on the \v/a/zguage, bat in Washmgtonesg, /pﬁed/et a musting ty bril-
. concept of data translated into! mformanon o and fnally : jant future for, if .There sno end to the malicious disthief .
. sinte we are in Washmgton today, I would like to read _ and endless d/scodduct that may now spring up s result .
i briefly from a Washurigton Post report of a CBS Radio \; n of thjs marve//ous distake. It's anew world.where d/slnfor‘
broadcast by George Herman last November. . mation is officially, mispenied and the gullible are disled.
. The knowledgeab/e Lonnmsseur of the Wash/ngton language ' '."Dlsinfol'nlation" —thj9is whét I:'v;a,n‘t 90& to avold.' -
7 . will want to take a very careful look at a recent Departmenr o Y N P
of Justice release about counter-intelligence programs. Bad There is a challenge to the 4nstntutlonal researcher and'§0 thc w
enough that such progiams are called co-intel-pros.* But ) deveJopment of an adequate man gement mfprmatlen sys-
even more. astonishing, on page 18 one discovers with that . tem in support of Jnsmutnonal resewsch. | think that chal
. rarg thrill of discoSery, that linguistic look of ‘wild surmise, lenge is great and it calls for a corbex variety of skills —
that federal agents saught to confuse targét groups by var- - technical, communicative, and analytical— if the ob;ectlves
fous means to “'to JQrovge dis/nf_ormatioﬁ. moeto T T are.to be met, Thank you. . < g, ) -
\‘\- - - = , LY \ . . — B
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Admrsslons Regrstratmn and Student Becordsv N
, ot Cleveland Thomag AR ', co PR
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Thrs workshop group will cxamrge the relatronshrp of the
' Admissions and Regrstratron areas to the program planning

and budgeting process. "of the institution.
number of .students who apply, are admitted, earoll, graduatc, .
or drop-oul, o‘f the idstitution, there are many* System Dlagram Figure 4.) As stated

related to tms process. -ttwi

a functlonal point of vrew

s

As we consider. the,

—ramifications

v._,\
AN

Our task for this session will be tQ answer. ﬁ\e followrng

\

qUestron T

”

I3

. .

€

What are the desired-elements of a system that -
L - will sufficiently satisfy the requ/rements of ?h .

B e .v.‘-:’
. m Data Requirements
. N X -

.. -

Y

C - ‘
: . 1

® Protessing Requrements. ™ |~

. 'S “

o e L e ure16) L e Wl -
« - . h P % » T ¢ - ! “‘ r' - °
. Reseurce Requirements - R ) - : . L - T
e Suoo L R " Policy R s, ‘ ¥
M T .o = - P R - L. -

L) chokrtrr‘tgchqurrcmcnts L s InstrtUtronaI polroy defines thc principles which guide the

> SRR P Cot : I overall managgment t and oper‘atlons of the caflege. These
e T T ‘ olicies are wide angd eneral jn scope, and they-yange any-
. Iﬁtroducnorf R r eyt : P g ’ P yrange any
Lot > .o - where from philosophy and obijectives to proo{‘:gures for in-
At the OUISCl 1 think it rs.rmportant to refef o an carlrcr . stnutronal personnel, from’ admrssron criteria o guidelines '
prcsentatron, “NHS- ProgramFIanmng and -Budgctlng, Spetbre . for fundtra,smg e X . /:)\' ‘
\ .o % [N - ¥

devélopmg thc specifics of thrs workshop.

Admissions and. Reg/strat/oa areds and supp'ort
the program p/unnmg and budget/ng process?

.
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-

This will Bc devetoped aroundthe following areas.

*
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‘. f’r}occdurm Requirements

A .

' th@ vanous adrmmstratwe units within {He institution and the

total pmgram planning effort is
of the prcscntauon wasa

the focu
y Budgefl

-that %c conrgon to any systematlc planmqg
your nititution may.be usmg
Xivz{luatrbn WME) or Minagement By
; .o'f {he approachcs involve the

Jpragram ndsadmmrstrat\ve

Planmng, Managcmcnt ar}d'
Obyectives (MBO). Afl*
dévelbpment of ab lnStltutlonaI

whit, and, finally, the accorh:

: mrs;roq\‘atcmenr thcrassrgnmopt\of‘ progrl goals 10 cach

nhshmcnt of program dbre(.trvcfs that‘rcsu[t in goal achieve-,

ment and\fulf‘ﬂlmcn‘tebf ﬁhe

Vel

o 1 L .7
ERICT =7 .
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'mstrtutronal mlssron >

The relatror)shrp of.,

Workshop L EE ;

{] bc our aim 10 drscuss rhrs from *

4 critical “one. _Even théugh o
Prograim Pignning and -'-
ystem (PPBS‘) 'therc are~cerfain- cl‘ﬂncnwof PPB§

approach xou or..

.

b - HQwrs this rnformatlon rcported 10 wfrom and by who

»

Where Doqs Admlssrons/Reglstratron Flt Into the Total~fslan7n .

JInamore comprchcnsrvc way, let us vrew t‘hc overall Manage- | * Y
__ment information System (MIS) asit refates to the planning _,

effort. and whcre each of us in the Admrssronszegrstratqon

areas fitinto the total scheme. (Sée't M'anagemcnt Inform@n
above ;. the planmnsl .
effort defines each of the program units and determines their ., ,
goal(s) The definitions and imtral program unit goals shall
be used in shaping program objectives and activities for each”  «
* unit — for our purposes, (a) Admissions and {b) Registration.
Our drscussron will focus on "how each of us is involved in de- . °
tcrmmrng g goals for -thése two areas. in other words, what is

*the |nvo|vemcnt in the develfopment, of guidelines for planning
the program analysis process, md«schedule of reports for the
iwo pregram unrts7 .

- - , . R

~

w

of our concern is an analysrs of the organiza- -
asit Felates to the decision-making process.
MIS is on}y a tool-— a means to
ari end- and notthe end:m itself. 1t assists |nst|t,ut|ona| mana-
gors by grovrdmg them wrth necessary data to make decisions. ‘
-1 A clearrundcfstanding of the thiee levels of managemlnt ave
! " necessary in the development of our task. For ou’r purposes,
wé willdefine thése-thrée lévels, as follpws. '(Sec Organiza-
_tional Analysis‘As Rc|atcd to Decrsron Makmgfhart Frg

Another facgt«
. -tiohafgiructure
Clearly we reallzc that the

~ 4
-1

Thc foIIowrng‘samplc qucshonsneed to be answcred in order
to provrdp somc msrght mto the decrsron makrng process: \

‘ .

1

e’l What are tﬁc admlssrons/reglstratron cr\\crra7
[ . ‘

Y Whést kmd of information is needcd"

i |

' E How is this rnformatron gathered, by ivhom, and how

3. oftcn7 . ..
R Lo

and for what purposc7 E C,

» ,
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" Managerial | )
Managerial decisions interpret policies and delineate proce<
dures to be followed by personnel at the operg,_zgns-leyel.
The answers to the following questions will carify and as-
sist’in the development of a fegistration system. '

N

.
.

® What information is used in man

aging the registration
process (i.e. data, reports)?

>

& What are the registration guidelines (i.e. what is the ration-
ale behind the present registration form, jts usage)?

IS - 7
e ® What kind of reports are generaté
- makers and operations staff? ~

5

d to inform both policy-

-~

’

Operations <

. [
Operdtions decisions translate both the policy and managerial
digisions into the day-to-day activities of the education enter-
prise. These functions,are generally performed by those di-

rectly responsible for the activities of particular organizational * -

units {i.e. admissions, registration, finan'cial aid, housing) of
the institution,

.

) /The operatio%staff, in answering
provide the institutional managem

[ +

the foIIowing'du‘estions, will
en{ with the nécessary tools
assess the exigting admissiqns/registratiqp procedure
determine what modifications if any, are {o be made.” -

I

Other Elements of the Discussion N

Facets of Admissions That Will

Require Planning and Policy
. Dgcisigns:

‘

- \

. ® Recruitment Factors

.

9 Areas of Concentration
. ~ Acddemic )
~ Geographic ) g
E‘conomics i
Ethnic ',
Number§

B

’tD Early Recquitment 2.+
%

‘. Screeniﬁg and Evaluation

-~

.

® Acceptarice/Rejection

A

® Confirmation
dap

“F

- « ' s
& Closure :

.
.

3

L] Develop}nent of Master List
. 5

Facets of Registr&tion That Will Require Planning and Policy

X Decisions: ,
R _.‘ » . : . )
. . N - ) " -'.0 -
. : SO ' ‘ ' )
& . . . . . .
TYPES OF OECISIONS s DECISION DECISION-MAKER '
. - ‘ \\
. i g BOARO OF TRUSTEES -
’ . ADMISSION AND .
v POLICY . ﬁﬁg& EQ'TAON [ ———— PRESIOENT .
- ! VICE PRESIOENT OR
- + . c, , . DEAN OF AcADEMIC .
. vy . * AFFAIRS - .
. vt 1 .
- M 2 : v - . .
' Ce, - - : ' ""VICE PRESIOENT OR OEAN
ﬁ . f’\a%'\éllgi'gg% AND OF ACAOEMIC AFFAIRS
MANAGERIAL . , . N " PROCEDURES |wge——r DIRECTOR OF AOMISSIONS '
J ' S . REGISTRAR . .
7 | — . IRE 0
SPERATING e ACCEPTANCE AND OIRECTOR, F AOMISSION
g . L REJECTION OF R " REGISTR
i APPLICANTS . EG AR,
- . . \. “ ’. El ’ .
. ' REGISTRATION V-
. . 1 OF STUDENTS to .
. - ‘ \
P . ' [ - : P .- *
. . - N .'9 P “‘ . .
‘ ) Figure 16, chamza'tionahAna‘lysw for Demsuon-Maklng
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pd ' .
®. Preparation of Master Schedule : -7
. ' . N N
" m Registration Preparation .
N N L
—— & Pre-Registration s

- Registration

’

o New Students

a Transfers, etc.

O Probationary, ejc.
® Changes (Ocop/Add)

u Closure

PURPS

g, rD’evelopment of Class Rolls and Their Dissemination

¢
. W Registration Master List

Admissions/R egistration impacting Other Areast

® Finanefai Aid

*

® Housing

® Health Services

/W Personnel (Faculty/Staff)
u Facilities

® Finance .

. ® Grants Management

+# Student Records - ,

an

\ S )

e

Types of Data Input:
] Quantitat_ive Reporting

®- Cost Analyses _ .

"‘/ .

Non-Reguested Recommendations

® Informatien for Monthly, Quarterty and Annual Reports

Direct ‘Reporling (Eye-to-Eye) - .-
. Funct{oning on Committees !

. & Third Party Involvement

e .

. Federal and Non-Federal Data (HEGIS, etc.)
* Types of Data Qutput:

13

4 .
m  Annual Report . o~

o
/

® Report Calendar

u Seif-Study Report
® Faculty Manual

/ S
. .

® Student Handbook

rd
. a N
» Stafe Education Agency Report
® |nstructional Reports
® Fact Books - . .
", . -2 : -
® Federal and Non-Federal Reports - e .
>
~ N 1
LAY
® .




Concepts and Relationships ‘

“The use of personne! systems as management decision-makings
tools 1s a relatively new idea. Historically, the bulk of person-
nel information within an organization has been vlewed as
fimited to the payroll mechanism. In recent years, however,
many institutions, public and private, have contributed to the

_development of personnel management concepts that have
gone far beyond the ited payroll mechanism utihity.

- Within the context-of the small college or university, person-
nel systems have a larger potential role than in a production
or service environment and there appears to be a greater need
for their expanded use. In the absence of products or services
for which clients make payment and/or other production/
output-mode operation and resulting feedback, these small
collcécs or untversitics must learp to use personnel systems to
measure ther ¢ffectiveness and improve management decision:
making

-
Mana;,cmcnl information systcms are uscful to the extent that
lhcy..caplurc and report relevant data in usable form and on a
timely basis to adccision-maker capable and willing to use the
data generated. Most MIS operations are budget-oriented; how-
ever, and devised for use by financial managers or olhcr
decision-makers, Within the small college and university world
lbmlmancml managers' decistons apparently are most often ¢
concerned with persbnnel matters. It this  true, and most of .
the data reviewed indicates that it s, then there is a major *
refationship between the personnel system and financial and
budget decisiun-making. The main purpose of conducting a’

. ‘ Workshop ' " A
Personne! Systems and Budget Decisien Makmg

Lawrence J. Brallsfurd \ '
President - :
Natronal Institute for Community I)eve/opmwu

workshup concerned with personnel systems and financial and '

budget decision-making was to place specific focus on the
benefits to be achieved from using data provided by an effi-
acient persunnel system in the process of financial and budget
decision-making among smuli colleges and universities. Within
the total program presthted in the workshop, however, were
several other considerations. .

.

8 Admissions
» Regstration’
®’ Financial Aid - . .

Housing  «

® Health Services

B ‘ T 57
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Models of each of these lnformanon stb-units are being devel-
oped, tested, and prepared for use by olhcr'paruupalmg
small colleges at a host institution. The personnel system mod-
el (process) is being hasted at Washington Technical lnsmulc
in Washington, D.C. A comprchensw@manual s nearing com-
pletion in which the process is documented and procedure$
and sample forms updated. Thig manual is designed to provide
assistance to other institutionsin lmplcmcnlmg a total person-
nel system or“as an cvaluation tool which may lcad to small or
large modifications to existing personnet systems.

g .
Financial and bUdgct decmofﬁ have two major functions. the
identificationof how available resources can be allocated to /é
achicve program goals, and the provision of a sysiem throygh
which interim program changes can be achieved. Thos
sible for insitutional rescarch are increasingly in theforefront
of the decisions surrounding these, finctions. Institutional re-
scarch officers, more than others, nced to become effective
interface agents \ within institutions; they.c early must be
deeply involved'i in the process by whije pcrsonncl and finan-
cial decisions arc rcachcd if they &&0 mect their growing
responsibilitics. N

E

The Personnel System Model (A Process)

Any system (even one that is process-dependent) must have
specified bounds, usually rgde clear in the dcflnmon of the
system or model For the purpose of the workshop, we ac-
cepted as a model the system being developed by Washington

Technical Institute.
\
>

P

0f the many possible pcrsbcclivcs from which the persunnel

. system coﬁ{d“bc viewed, we choose the functional view. This
approach maket possible comparison with budget linc 1tems,
if the institution has adopted a functional cost accounting sys- .
tem. A penonnel system embraces a range of activities, and
the logic forincluding a group of tasks under a single respon-
sibility category must be consisient with the overall organiza-
tional structure of the institution. Failure to adhere-to this
will result in an imbalance between authority and responsibil-
ity and duplication of cffort. A typical range of activitics as-
signed to the personnel system begins with developing the job
-classﬁicall?n scheme and extends to record-keeping and eval-
uation. A hsting of the functional components might include

" the followinﬁ!\

m Job Classification

® Recruitment

LR v

’
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® Supervision '

nt TeE [

® Record-hicping and Reporting
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- m Evaluation

The job clussification activity starts with designing a schcmc '
which includus the logic and critena for establishing job posi-
tion$ within an institution, and for the review, proccss “This
latter aspect 1s often vverlooked. Job’ dassaﬁcanon 15 not a
one-time tash. Educatignal institutions are dynamu: in nature -
and change, even among the most conservative institutions.
The extent to which this activity is undertakes will determine
how much unnecessary catch-up work must later be done with-
in the college. It is important to note that mistakes are appar-
ently inevitable in thrs area. The lack of insight that contrib-
utes to a less-than-comptete job in the creation of a useful job
classification scheme usually 15 the same blindness that pre-
vents the identification of effec tive remedies.

The sequence in which the petsonnel systems’ functions are
iisted 1s intended to refiect the thronology in which they in-
fluence cach other. An effective job cIaschalnon scheme—
should be a prcrcqumlc to the selection process; the selection
process is a major data source for the feedback evaluation sys-
tem for the job classification function.

The selection process must take into considcrg@o&sommfﬁy
1ob class. Each source must be monilomd to insure_that its use-
fulness is"the samc as the last ume’il was used or better. Selec-
tion sourf‘s’a_re_fu’bjgcuo a variety of influences that may
change THETT use fulness to a particular_institution, for example,
changcs in management, changes in conditions in THerear
financial reverses, the loss of confidence in their clients, or the
termination of their business.

The selection process should be a stated policy and that policy
should require rcylcw‘dnd evaluation conSIslcnl with the job
“thtssification function.

1

. >
\ . ‘

Selection has a great dedl to do with the qdmi'nisnratwc, aca-

A ‘__4hcy are real dollar costs. Selection and recruiting are often
ﬂcom’uscd we have choscn oneof many

_—--of-a-personnelsystemz __

vahg.s less than what the institution is prepared-to-deatwiik,
T - ¥ " . ve
--. how can he be terminated? There are a number of consid®

“in the. construction of budgets, the,costs associated with' selec-
tion beyond direct salaries often.do not get ¢onsidered, yet

_cful distinctions.
Rgcruitipg is initiated if lhc sclcctl process has identificda
potentialicandidate for a specific work requirement Many ex-
celleng grofessional peoplehave been successfully selected but
‘fost due to poorfecruiting. During the selection process an at-
tempt is made to find.a person with the skills and other attri-
butes that will result-ingetting a particular job.done at a level
of excellence. T)urmg recruitment, the emphdsis changes to
dcmonstratlng that the-negds of your identified candidate will
be met if he bcco@s member of your institution’s team.

-~
Data should be maintained to permit review and evaluation of
selection methods, costs, and poljcy analysis. As knowledge of
the field i increases a means must exist to capture such.knowl
edge, updatepolicy and procedures wheré useful, and monitor
the impact of the modification within your institution.

After the selection and recruitment functions have been car-
ried-out, hiring is the next step. Salesmen refer to this as clos-
ing. The subjects for discussion bctwccn the applicant and lhe
instijution include such things as t:mmg, type of contract,” *
policies and procedures, his/her authority and resporisibility,
etc. The extent to which the other functions of the personnel
system have been thought through clearly and completely, and
begn kept up-to-date and documented will have great impact
on getting your candidate-turned-applicant sngncd onasa
lcanymcmbcn -
These functions-—iob classification, sclection, Tecruiting, and'" .
hiring—are all intake efforts. What follows is a different.phase -

N
e — e
— e

° I .

Ofce on board a new team member represents new challenges
to the institution, If he is good can the institution keep him?2

erations worth discussion régarding this range of possibilities—
cach should be covered by a™writtén poligy and evaluated -
regularly and often. Employees in small colleges and univer- ,
sities are the major resource and the rha;or cost, represermng
more than just their salary.

P
4
In each of the functlons in the personnel system Icadmg to

hiring a new team member there is a clear relationship to-

demig, and vperational efficiency of an institution and general g, financial and budget decision- maklng Employces*salaries

ly is mure wostly than most people realize. If well done, it will
contribute to low turnover in all jub classifications and alluw )
sufficient tme tw fill planned and unexpected-vacancies

which can be a major Lontribution o a healthy working cli-
matc Selection should be done in such a way as to avoid plac-.
ing staff in positions nul’chcr»ing uf‘thcnr gapabnhtncs.

“

, o 5
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have an even greater role in financial and budgcl decision-
making. A large investment has been made in bringing a com-

" petent tedm together and that mvcstmcnt must be prolccted
Turnover places burdens on an institution’s budget inobvious
and not-so-obvious ways. Assignments left uncovered or cov- =
ered by sla\ff,allrcady over-committed usually results in im-

~

*

.
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PAruntext provided by eric . e
’

portant tasks not being actor'rrplished. Any task scheduled,
“assigned, and reassigned to an over-worked staff person, must
be followe d-up on. Any review- -of how well tasks are per-
formed under these circumstances should convince anyéne
Wers must be found. ™ . -

.

i . )
. fasd - .

- ) - —

&

Cases Discussed in the Workshop

Practical use of theory 15 necessary to illustrate the soundness
of the theory. Durmg*the workshop several allemp!s were
ma&!&lo relate the concepts.of a relauonshlp betwedn person-
nelsyslems and financial and budget decision-making.

Schedulmg tasks, budgeting staff time, and mamlammg&fuﬂ: ; .

T team are some ways to avoid over- Ioadmg, miSusing, and under

sypervising staff that dn institution would Tike 76 keep?fhe

. ablhty Q do these things is a direct reflection of having *
enoughmoney allocated to the priority tasks.

— t’

The personne! policies and procedlures should cover the entire’
range of options for employee behavior within an ipstitution.
The policies should be comprehepsive and flexible -
cumprchensive in that they shauld bebased on how totreat

any given personn ation rather than being just a com-

fitten policy. Promations, grievances, holitays, fringe-
“bene fits, and tenure cach shoutd be the subject of a specific
section of the policies and procedures-manual and each sec-
" tion should be easy toadentify. Since the manual is used as &
constant reference a good index system.is cssential for sthooth
and ready access. <. *

These and othér aspects of a personnel system were discussed
during the workshpp Ourfocus remained constant--“How
docs the perSonnel syslcm relate with the fmancmlabudgc
decrsion making process””’ was the questiop raised agam and

again ) ' ] . .
% . P

.

The nieed to have a policy within the p2rsonnel system cover:

ing how information of all types 1s communicated should be
guite clear by now. Neither the §upervi56ry nor the adminis-
trative functions could be effectively carried out without such

, awritten policy. Assuming that these are the only functions af-

fected by the absence of a written communication policy (and
not addressing the comprehensiveness of the policy for the
momenl), can you imagine the confusion that would be pre-.

“sent in an iristitution and to what extent it would undermine "

>, getting the work done if the po}rcy did not exist? .
The thrust of all that went tnto the workshop was ddta. The
vuter buunds uf the personnel system is data collection
(rgcord-heeping), reporting that data to the proper person
withirt specified time constsaints, and having policies which
are enforced and Lause the data tu be used in making deci-
snons Among the decisions made, evaluation should be .
messed 4s_d tuol in deusion-making and as part uf the pro—
cess by whidh decisions are made. In this context, the inter
relationship of personnel systems and finanuial and lgudget

—ﬂu.rsnun making 1s more likely to be ubserved and considered

.-

- 57

59

Almost every college and university (small or large, Black ar
White) 1s faced with the problem of accommodating outsland

ing scholars. The 1ssue to be tested is the usefulness of a work

ing personnel system in reaching a financial and professional,
arrangement with such scholars. One issue is how and where .
.to find the money to pay outstariding scholars. The discussion

- _made it clear that-they are expensive and Black scholars are

even more 6.

~

One of the msmutlons represented at the workshop rcporle
recent efforts to select, recruit, and hire an outstanding Black '{
scholar. It was reported that the program he w(ﬁﬂd be assigned

to was important and that his presence at the head of the pro-

gram would be essential to its acceptance and-success. The re-
presentative shared with the group the selection process used-

He, with.the help of friends and associates, jdentified the can- -
didate. After many efforts, selection advanced to récruitment:

The answer to ?e guestion, ''What feedbatk was useful from
previous effori in hiring ou lslarZimg Black scholars?”” was
“There were no records, memory, or feedback in the insttu-

tion from these efforts.” They lost the benefit of i improving

their “hit” record. Another question raised the issue of what ~ .
pohcres covered-recruiting outstanding Black scholarss-t
answer, “There are Bne.” '

When the money had to be found, the officer responsible con-’
ducted a careful tradesoff analysis and identified areas in the
budget that in his mind were less important. He reduced sever-
al budget areas, being carcful not to completely destroy
parucular one. A presentairon was made to the President f
the |nst|lut|on and a firm deciston was made only tobere-

versed later, , . A

i mnnemot
In this case there may have been outside pressures that caused «
the President to change his'mind. Even assuming this to be
true, the tack of a functional relationship between the person-
nel system and the financial and budget decision-making pro-
cess-is cledr and costly.

s

w

“Had feedback been available and used by the decision-makers,
greater understanding of af/ the ramifications of hiring the
scholar would have been on the table before the President .
reached what turned out to be a premature decision. The
trade-off analysis cohducted by a depajtment head would have
been the product of a wider group's decision and would have
carried a more substantive recommendation to the President,
Whatever the extemnal forces, they would have been a4 part of
the analysis and perhaps a different recommendation would

4
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have resuled. A great deal yf ime and money was lost be
causethere was no yystem or the one in exnstencé did not
work. Institutional research officers can serve more effective
when necessary “Yools are available which are understood by
all the users and supported by the.institution.

- 3

shep reported a vacancy in the business manager’s aoffice. The
vacancy had existed for over a year and, during this per'md
the business marrager has been performing the tasks left un-
done by the vacancy. Also, during this time fe has advertised
in local and regiopal newspapers and canvassed employment
agencies and friends; all to no avail.

This institution does not have a written personnel ;ystem or
anyone to charge with the responsibility for carrying out the
duties even on an overloaded basis. The workshop group was

" able to trace the causes of the problem descnbed to the ab-
sence of a well developed personnel system tied 'to the finan-
cial and budgct decision-making grocess.

No data was available regarding how the position was filled
previously. The need for the position has not been evaluated
recently, %nd the selection, recruitment, and hiring functlons
are not formalized. The business mahager has no professioral
help in filling his vacanciek.

These two cases were among several discussed and ahalyzed

during'the workshap. The significance of the workshap to the,

participants was evidenced by their questions and obvious en-
thusiasm. - -
.-

On-going Development {Washington Technical institute)

The persorinel sub-mqusis under continuing developmer;t at
Washington Technical Institute (WT1); the full manual should
be available in the near future

~

P

Personnel inforrhation requirements have grown enormously a
WTI in recent years. Increased flexibility in employee deduc-
tions, new types of taxes, additional requirements for statisti-
cal reporting; union contracts, and /us( the general |ncreased
internal requirements for knowledge about employees have all

combined toLplace a severe strain on the capabilities of*our per-

sonnel system. .

Further comphcatingrour task of providing the necessary in-
formation is the fact that the payroll system to which we
must refate is under the management of the local government.
Historically, payroll has been among the firstéystems to be
automated dnd, therefore, is the oldest and least flexible of
all. The net resuit was that little or no personnel reporting ca-
pability existed. Thus, 4 second system was maintained by the
Institute, with the ittcndant lack of synchronization.

Q
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At the other extreme, one institution represented at the work-

-

The, guiding philésophy in our new systems design was and is
that, the management of program resources at WTl is an ex-
pression of educational policy for effective utilization. Nearfy
three-fourths of the fiscat resources of the Institute are allo-
cated to personal services in the form of salaries and fringe
benefits, N

RS
"

These facts made it imperative that we find a solution to the '
problem of rapidly expanding informatign requirements, yet
accommodate our mandated relationship with the [ocal goy-
ernment. Thus, the Manfile System was born, and is now a full
grown adult.

+

.

The Manfile System is computer-based, and provides the Insti-
tute with a comprehenswe reporting system. The heart of this
&ystem is adynamic stored master file that cgntmually accu-
mulates and maintains current personnel information. The file
contains all of the current desired employeemformauon Ad-
ditional or overflow records can be added as necessary. With
the exception of certain basic information required by the s
tem the contents of this file are entirely at discretion og
the ‘personnel office.

N

e

L

.

> Cugently, twenty-seven distinct reports are generated from
th;s nfile System. The distribution ranges from campus at-
largc to'a single office. The frequency of distribution ranges
" from $emi-monthly to annually.

e

. : . s
[he followw(g is alisting of most.of the current regular reports:

\ -
» Manning Table Permanent Positions

® Manning Table Non-Permanent Positions

-

ical Listing of Employees

t

" Ef@pioyee Listin% by Position Title
® Position Status Réport
A

® Campus Director

" (fampusDirector B

»
® Home Directory
® W "Position Summary \by Pay Basis

® Non-Permanent Posittons by Expiration (NTE) DatgA

» Non-Permanent Employees Appointment Expiration (NTE)
Date

60
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Benefit Enroliment Data by Program Activity

\
Exceptions Report of Benefit Enrollment by Type of

Benefits
4

Mandatory Date for-Individual Contributions to TIAA:

CREF Retirement Annuity

Optional Group Life nsum.%umChange Date

—~

Retirement Eligibility®rofile Date

Academic Employegs Tenure Eligibility Data

.

Acadenric Employees (FaciiTty Distribution by Rank)

Academic Employees (FAC) D|str|but|on by Program
Actlwty

Academic iirhployee‘s(FAC) Profile Data by Dept.
Employee Distribution by Sex -

. .

61

59 .

® [ncrement Eligibility by Pay Basis

8 Employee Ethnic Distribution...... "

<
Y- -

» Employee Listing by Occupational Category

® Staff Profile Data

4

8 Campus Address Mailers
O by program activity
Q by date of birth - | )
o by occupatlonm
O by department

® Annual Vacation Leave Data by D‘ép%‘h

The Manfile System was designed to provide a basic frame
work within which the most complex requirements could be
met at a cost far less than-that of the original development.

If further information is desired you may contact us through
the offices of Mr. J. Welch TACTICS.
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.. Werkshop .
‘ Facilities and Housing Management
’ .
Frederick A“Fresh .
7 . ’ Staff - A
. P~ “Institute for Serw‘ces ‘to Education, Inc. R Tty .

Introduction ]

MIS s currently compiling a manual on Post secondary Educa-
tional Facilities and Housing Manage ment processds ' Thé'man-
ual will hughlight the orgamzatxonal structure and information
and processing required to effectively operate aild manage the
institution’s physical plant. The relationship between facilities
and housing management and the progrimming, planning and
b'udgéting process will also be described.

This wourkshop is designed to\hare information gathered to -
date and to gain feedback from the participants on their local
facility and housing management needs. The workshop will
include:

s Workshop Objectives

s PPB and Faulities/Housing Management Relationships

; Facilities Organization

. ‘facilitiis/Housing Data Flow ( f
™ Input Data Types and §éurccs ' .’

\.

Facilities*Planping Process™

Facilities/Housing Data Processing

Output Report Types and Destinations

Summary

® Feedback and Questions

Background

Facility -use statistics provide a measure of the cost- {‘_ .
effectivencss of an institution’s capital facilities. Since many
costs of fa'cility operations are incurred regardless of fre-
quency of use, low utilization rates c0ntr|butc to a high per
capita operatlon cost.
/‘l

Téie demand for the services of post-secondary educational
institutions has led to a significant increase in capital facility
investment ir the past two decades. As the costs of providing
these facilities has increased, the need for more effective
planmng and use of these facilities has bogome afjor con-
ceen of institutional administrators and funding agencies One

It of these concerns has been a roquircmcpt for explicit

S 62

justifications for proposed reallocation of existing space and .

“Construction of additional space. Such justificatiohghust be -

based on quantitative evaluation of existing space and careful
projection of future needs. Institutions nius/t have informa-
tion and procedures fof accomplishing the evaluations and
projections. ' J

Some institutional utilization studies began in the 1920s. How-
ever, widespread interest in these studies increased around
World War 1l due to war-induced shortages. At that time, the
American Association of Collegiate Registrars and Admissions
Officers (AACRAO) sponsored the first of its many major con-
tributions to the evaluation and projection of facilities needs.
The first af these projects emphasized the magnitude of the
post-war enrollment growth. (Co/fege Age Population Trends,
1940-1970, published in 1953 and The /mpendmg Tidal Wave®
of Students, published in 1954.) Publlcauons of ifgreasing
depth and scope-on methodologies and cntcrla for evaluating

institutional space use have followed.« \

N
At the national level, the first comprehensive data on the ‘
scope and nature of higher ‘edlication facilities was obtained
by the U.S. Office of Education (USOE) in 1957-58 through a
nationwide inventory of building facilities. The data compiled
in that study provide the basis for estimating.the nation’s fut-
ure higher education facilities needs and helped lay the foun;
dations for passage of the Higher Education Facilities Act of
1963. This act provided federal funds for construction of col-
lege facilities and created state commissions to manage the
distribution of these funds. Funds were provnded to the state
commissions for improving comprchcnsuve statewide plan\nng

of higher education facilities requirements. N
2 .

The institution of the Higher Education General Information
Survey (HEGIS) by USOE in 1966 unearthed the nced for
consistent and comprehensive data on a range of activities in-
cluding that needed for facilities construction: Out of that
need grew the ‘‘Higher E‘du@tlon Facilities CIaSSIflcatlon,anﬂ
Inventory Procedures Manual™ Spqwrcd jointly by the Na o
tional Center for Educational Statistics and the.Bureau of
Higher Education, Division of College Facilities. It has gained
widespread acoeptance at afl levels of the educatiunal com-
munity, and has served as the basis for gathering datd necdud
by state and federal agencies and institutional admiriistra-
tions. -
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MIS Manual Development

Dogumientation on the structure and operation of physical
plant organizations is available to educational institutions.
Some are listed in the bibliography. Membership irt' profes-
“-sional associations such s the Association of Physical Plant
*+'Administrators is a source of current information. Institu- .,
" fions,'however, do not seem to be.taking advantage of avail- ¢
able information.

What drffercnce then w:Il 4 MIS- developeg facilities and hous-

ing manual make? The“difference is in the MIS approach which

ultlmate\ly involves putting into operation facilities and hous; .
. ing'management procedures at an institution. The ablllty to, 4
isit an lmtrtutlon which has implemented the process de-
fined by the manual reduces reluctance to make recommended
’ changes . .

R
, . R
The facilities and hoysing manual development began with a’
consultarrts’.workshop. Puring thiskvorkshop,firﬁormation
and management reporting needs for facilities and housing
were explored. A set of data collection and report formats
werg proposed. These formed a point of departure for develt
opment. Additional work has involved review of the liter-
ature and site visits to institutwons for interviews with physical
) plant managers. The information gathered will be incorpora-
ted into the manual. The manuai will be furthéf refined
through imple mentation at an institution. h

. The objective of the facilities and housing manual is to pro-
vide procedures to: v

" Coliect data and a data base for the institution’s Space
Management Program.

® Provide conscstc‘nt reportmg of faalmes and housing data
* to all levels of management and review.

< W Support fiscal accountability of physical plant resources.
* Facilities Organization
+ Facilities organizations<$eem to have evolved 10 suit the needs
and size of the institution, but some fnon functions are
“found. Ideal organizations could be drsyussed but generally
these are modified to suit the instftution. It would be a useful
group exercise tu develop an organization to serve a hypothet-
ical institution of given characteristics. e

¢
-

The objectives of the exercise aré to: determine functions to
be performed, list specific activities, and design « 'nauagcmcm
structure (organization chart)

" lnsntutronal Characterlstlcs {Given)

s Rural w}ﬂnn 5 10 miles of a'large town

-

\

14000 acres owned )
500 acres in active use

Public utilities available

o o o o

Contract trash collective )
1,000-1,200 student enroliment{FTE)

Day and evening courses

o

vities which might be needed.
»

Administration Planning™+ .
Personnel
Financial
Maintenance Repairs
Scheduled
BASIC - . Operations

FUNCTIONS

" Custodial Services "Academic Space

Support Space

-t Housing N
‘ : Grounds . Maintenance
- . . Improvements
O Utilities Distribution
O Major Repairs and Renovations
O Security and
OTHER ~ Capital Facilities PIannlng/Management
FUNCTIONS o Communications
. O Mail Distribution . .
T O Solid Waste Disposat .
. N O Transportation and Moving *

"~ ®_Arrange the selected activities 310 a suitable organization

‘ . 638

62

.managemen

e

T~

g

\\\
ADMINISTRATIGN -

-

CUSTODIAL

MAINTENANCE SERVICES -

" GROUNDS

(Detanls of tasks to be performed under these activities, ad-
ditional activities to be performed, and placcmcnt of super-
vision and staff are expanded as part of the exercise.)

Facilities and Housing Data Flow
i he ty Pesof daia collected.and wsed in fabilitis and housny'
te-dictated by the applications supported by the
data and resultivgfeports. The applications embrace two
types of operations—PPB or Programming, Planning and Bud-
geting and day-to-day opegations:

Tt~ —

—
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» Space utifization

Day-to-Day Operations

H

® Work order and maintenance scheduling ® Capital facilities planning

.. Operatlonal cost pr0|ect|on ‘ ‘

®m Custodial services allocation . "
. . The planning process depends on the data used in day-to-day
® Supplies purchase and inventory . ' ) operations. The planning activities generally occur less fre-
i quently than opergtional activities., . Program planning accurs
® Cost control . Tl annually in support of the institution’s anriual budgéting
& ’ T cycle. Funding materials costs and labor rates data are pro-
® Personnel record-keeping vaaeddunng the process. Capital facilities requests, budgets,

. . . and spacé allocation are based on planning activities which
The operational mode <omprises the data elements and re- P P &
involve a fagilities*inventory.

ports required to support efficient daily operation. Personnel -

e hi . . . ) - . - - * N
mz:t ge I:':dt, "a'ze:j’,::pem:i:’ an: ‘;Ya_':fatedp !:ec_orclis Figure 17, Facilities and Housing Management Data Flow,
m ‘maintained to support these activities. Fersonriel shows the interaction of the data elements and program activ-
and equipment must be alldcated among the recurring main-

. . ities. The innermiost circle represents the two modes of
tenance tasks and as-required work orders for gepairs or sup- s s
- - , ) . facilities and housing management. The next band represents
« “port services. Material uses must be monitored for inventory 7

. the sources and destinations of the data and reports within
control and budgeting. the institution. Administr;tiv&ofﬁces or functions within
the institution are enclosed in parenthesis External forces
and agencies which affect this area are' shown outside the

Programming, Planning.and Budgeting

= Facilities inventory ' e circles.
~ P
¥
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MATERIAL COSTS a LABQR RATES
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) " CAPITAL® g ' T
" . ’ FACILITIES -~
: : BUDGET
. e - e . CAPITAL
) - FACILITIES
REQUESTS .
hY
S AT
FUNDING
, AVAILABILITY
) ‘PPB MODE ) °
. : . ’ (PLANNING TEAM)
PLANT OPNS
) : FACILITIES BUDGET -
RN ACADEMIC N ’
DEPARTMENT {DEPARTMENTS)
. . : a WORK .
AL ON DAY-TO-DAY MDDE \
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. * OPERATIONAL .
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Figure 17. Facilities and Housing Management : ~" T~
Data Flow -
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Steps in Facilities Planning Cycle

fnstitutional facilities should be built as the result of a ra- +
tional and ordered planning process. Starting with ‘the insti--
tutional mission, traditionally stated as instruction, research,
and pubhc service, it shouldbe possrble to develop specifica-
tions of the academic program for-which a new building will
provide a physical home. A detailed set of program specifica-
tions should yield information concerning students, facuity,
their activities and the relationship of these activities to the
facilities required to hause them. ' . '

These program specifications can be converted into an ex-.
pression of fequired building'space after it is evaluated and
adjusted to accommodate anticipated program changes,
shifts in student loads at various course levels, changing

student-faculty ratios, and othgr modifications over time.
. .

The planning related to 4 specific facil'ity can begin at this
point. The whole step-wjse process of the facilities planning
cycle is outlined in Figure 18, Facilities and Housing Planning
Cycle. e b

!

The facilities planning is one segment of the institutional
programming, planning and budgdting process. In the larger
context, the facilities planning is a support activity which
necessanly occurs after the academic program planning has
occurred. Inputs to facilities are academic program plans,
internal and gxternal planning assumptions, enrollment pro-
jections, and revenue estimates. Outputs are internally
staffed, support program (facilities/housing) plan. Figure 19,
PPB - Facilities and Housing Interface, shows a general flow

.of the institutional planning process. The blanr\ing'activities

for support areas are specified in the shaded area.

k2

.

Facilities Inventory Definition

Good planning and management of the institutional facilities
resource are significant for the following reasons:

® Facilities (buildings) hbuse programs and, as such, tend to
constrain the educational environment of the institution’s
insteuction, research; and public service programs. The
suitability of facilities for a use it directly refated to the
quality of instructional programs.

Eacilities consume most of an institution’s capital dollars
and some operatirig dollars. Tnefficient use may create a
disproportional drain on financial resources, ¢
Quality and condition of facilities affeft the institutions
public image. The implications of this are many. -

.

Facrlmes are critical to the goals of an institution and deserve .

proper consideration in the planning process. However, no
planning process can function well without reliable and com-

prehensive information, The facilities inventory is a method-
!

- «

A

6

" 64

<

] L
/ ! » * ‘
ology Tor accounting for a resource (buildings) in a consistent
.~ manner.- The uses of the inventory data and the data'types
rare listed in Figure 20, Favllities Inventory Définition. | «

—_— “
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Goals

- ® Statement of condmons sought
‘m Qualitative in natdre
s |dentify specific functional areas of endeavor

Objectives

.

® Specific ends to be acti..ved in functional areas

® Quantitive'in nature
- 9

Program Definition '

s Development of a proposed set of courses of action
by which the desired ends can be achieved

® Planning assumptions

»

Program Planning !

s Estimation of the program loads and the resources
requrred to implement the courses of action .
~ !
Facilities Planning

® Determination of the facilities resource requirements
by organizational unit and type of space

Facilities Development Program

n Groupmg of facilities needs into identifiable bunld
ing units {both'existing and new)

'

Site Planning

® Revision of the campus maps to refleci-appearance of
new facilities and dlsappearance of those scheduled
for demolition

L)

' Capital Devglapment Planning

® Establishmen't of priorities for building and remodel-
ing projects and estimation of project costs

4

v

Building Programmmg ’
® Describes a,proposed buﬂdmg or remodeling prolect

in terms of detailed facrhty requirements
Design Development . '

= Development of a detailed set of building plans -

< ’ . ‘

“
. Space Management

® Allocation of facilities resources to departments and
programs and the continuous monitoring of these
allocations . .

Figure 18 Facilities and Housing Planning Cycle

~
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- “®m System of accounting for facilities uniformity
® Used internally for: .
’ . * O Scheduling and assignfng space . \
¥ O Determining programy costs A | (_,
o Pregictir\1g need f
O Comparjson with otheg ipstitut’nonL L '
v . N 1
® Used externally for: !

o Criteria for constructiqn;-funding !

G Support for legislation

'

. . . A . . ; .
G Prediction cost impact of commission policy

. decision )
. ® Data type
Q Building characteristics AN
- B Building cost -
O Building location
G Building ownership
0 Room use '
O Program affiliation by room
O Room characteristics 3
® Data co_llection;rocedure \

Figure 207 Facilities Invehtory Definition

\

-
»

TRe data collection and storage procedures may be fotally
manual. The extensiveness of the task and frequency of need
to manipulate data would dictate the level of automation

*. needed. Factors to be considered for a facilities inventory

. are as follows: ?

® Determine buildings to be inventoried

®  Exclude buildirigs located on remote institutional
properties seldom used

O Investment properties .

o Unownedlaispi‘tjls s

O Public schools not owned - .
__ O Federal Contract Research Centers (FCRQ)

o

® Collect building characteristics on: ~
O Gross area T

. O Assignable area . : .
— -
o 67
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' O Estjmated replacement

BN e
N

-y .

d replacement cost™
| o Condition’
o Y’ear of cdnstrucﬁgn
o Owinershib N
C .
" 'C?Hect roomdata ™\
o Gros?area .
o 'Assignabl'e area
O Type of room use
O |Institution organizational unit

3 Number of stations

® Room-use categories . : T

3 Facilities inventory and classification manual

I)Program classification

G WICHE program classification structure

® Program category,

3 HEGIS taxonomy -

Data Input, Processing, and Output
\

The discussion of actual data elements and their processing
was designed as agroup exercise. At this point, sufficient
information should have bden made available for the partici-
pants to project the data needs, sources, processing required
and destinations, - ‘

Figures 21, 22, and 23 summarize the information to be

gathered by this éxercise. Input Data Types and Sources, Fig-

ure 22, and Output Data Types and Destination, Figure 24,

are divided into data elements with planning and those asso-
- ciated with day-to-day operations.

Summary

-

A separate feedback and evaluation session proved useful for,
exchdnging information with workshop participants who had
attended concurrent sessions. This section outlines the sum-
mary presentation and presents some conclusions based gn .
\gbéquestion and comment which followed. )
' b}
LY
Summary Outline
Scope of Facilities Function
® Capital Facilities

Inventory
Budgeting
Design

® Plant Operations
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Administratior ~ * :
. *\_ ~ Building Mammnance \
© ,Grounds %,
"Custodial ",

= Sectrity

» Housing

' oy . . .
\ Utilization Statistics
Maintenance o ; ’

v
i

i

Relationship to Prog'rammi)x\g, Planning and Bud tir;g
=--Suppory to Acaldemic\P'rograms f .
f L > -

¢ -
® Long-range Facilities Planning
. )

PPB

- . ¢ \
® “Academic Program Summaries~Planning Assistant
» Environment Assumptions (External)—Planning
Assistant
3 Price Ttends for Goods-and Services
& Labor Rates
5 Education Policy Trend§ : .
0 Funding Availability
» . Environment Assumptions (Internal)—Planning
© Agsistant
= Enroliment Projections
C Curriculum Changes .
O Student Aid Lgvels

t

s Revenue Estimatés—~Business Officer
®

s Request for Support PLans——P‘lannmé Assistant

Day-to-Day
® Staff Turn-Over Rate—Personnel Records

Staff Non-Productive Time —~Personnel Records

Building Charactersstics-Built to Specifications '

Room Utilization--Academic Departments

Equipment Reliability ~Equipment Specifications
Equipment.Maintainability Equipment Sp) c;k?on

[ 4
\ 4
x.: . A .
Importance of Facilities Planning .
ilization Reports .
8 Space AIIocatioh ‘ . . )
. - ; ‘
I Legislative & Instltutlonal Policy Impac/t
\ e F .
\Fecdba ’ ' / |

: {
« The relationship between Student Financial Aid and Plant
Operati nsWas discussed. There is aneed

\

i
l Y s ! i L

someinstitutions
-far more management of student labor to increase productivity.

<

) ;
l,l."BuiI ing/Room Utilization "
. .0 Number of Stations
! Y >
" 0 Coaurses Offered Co 3

0 Students Registered

—_— ’ v

/ ) N
» Housing Needs Projection ,

O Projected Enroliment*

O Percentage Boardiﬁgl '

® Class and Laboratory Needs Projection
O FTE Student Projection
o Academlc Program/PIan

'+ o Projected Course Load

" Mauntenance.,gupply Costs -
o Supply Cost Pro|oct|ons -
o Supply um.zéuonsay £ TE Student
o FTE Student Projection .« - %

v

» Maintenance Labor Staffing/Cost _

o Proiecteghgbor Rates "~
Q Housmg and Reademic Space Needs Pro;ecuon .

o Course Schedules . ’ ‘

s

‘o Manpower Utlhgatlon*Experlen&fRecords

"t v

T Maintenance Schedules

/

\ ., .
. ’
, v
. . .
,/‘>\K}(

0 Equipment Reliability Data

m ‘Maintenance Schedules

o

, O Facilities Inventory
+ . N . 0 oyt Al

O Equipment Maintainability Data -
O Maintenance Records

‘0 Adpiinistrative Galendar Tos

t e
.

Figure 21. Input Data Types and Sources
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1t was considered inefficient to schedule students. for less than
" twothour scgmgnts for maiptenance operations. Too high a, '
. percentage of time migm/b(:‘consumcd in starting and ending
Lasks, teaving littletime for the principal task. ¢ ' . .
The destrability of student involvement in classroom building .
] and dormitory planningwas stressed. Greater flexibility of
; _ design might be achicved ifﬁthc nceds and uses of the occu-
pants are considerediat an early stage. Greatef student ‘atten- )
tion to the fdcihitics care and marntcnance might be promoted

through student participation. ' '

Te

- v

: § While tacilives maintanance was’a concern of several individ-

j uals, their work arca and thus primary concern was in a con-

current session. [t was suggested that consideration be given ’ "

* “to repeating individual workshops to avoid all-or-nothing
selection of workshop sessions.

N , / ~ . ” <
’ ‘ - . —_—
. PPB
8 Support Progmm' Plan Planning Team , ‘ . - /:
s Capitat Fe.cj‘:&cs Development Plan  Planning Team ' ) :
© . — ‘ = o ‘___//
s 8 Physical Facilitics Requirements Planrgg Team ' ¥
,' ” l‘ ‘ -
. Day-to-Day - - .
- . " Dct.uti‘[:xpcnditurc Esumate Business Office . :
. . , i
s Sufting Téble _Personnel «
" & Supply Uulization and Cost  Business Office '
)\ ¢ :
’ - A} v
. ®. Budge! Status Report Business Office .
M . 4 , ~
: _® Housing Occupancy ~Dean of Student Affairs . ]
- . .| = Facilities Utilization - State, Business Office .
[ ot S s . .
Figure.23. Output Dat®*Typges and Destination .
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Upgh completion of the 1975 fiscal year, the TACTICS 1

OFIdm will be evaluated by gfeam of analysts. Unlike the
evaluation made fast year at the end of the TACTICS | pro-
iram, this cvaluation will be a progress review of the first
year of a ncw program cycle. Thus the evaluation will focus
on the TACTICS prugram over the periud beginning July 1,
1974 and ending june 30, 1975. Understandably, many of
the TACTICS !l Institutions have some program objectives
that involve lung-term institutional development. Simifarly,
some of the TACTICS comgionént program objectives require
morc than une year for full accomplishment. Nevertheless,
evaluations of the 1975 fiscal year programs, both those that
represent the termination of short-term goals and those that
. defdic | progress toward the completion of long-term objec-
tives, should furnish useful information for future TACTICS
program development.

'lFocus of the Evaluation ~ -

T ewdluation will focus on two related aspects of TACTICS
thc services and activities of,cach of the seven TACTICS com-
ponentsand developments within each of the 68 parucipatirtg
_ amstitutions. Specifically the evafGation will involve:

8 An dsscssm(‘,n[‘{of each institution’s progress against its own
‘work statement {or plan} for the dchlcvcmcnt of its
TACTICS program ob|cct|vcs

-

w Ap assessment of the effectiveness of the services provided

< thenstitutions by the TACTICS seven components.

~

Instruments

ThecvaTuaﬁon instruments wi'l consist of two kinds of in-
ventories or questionnaires that will be sent to the institu-
tions. These instruments are as follows.

® " A nlamber of brief questionnaires, cach pertaining to a very
specific service ar program of one of the service compo-

nents.
. S

¢ > ‘a

® A general questionnaire ¢ontaining two parts’ (a) informa-

_tion 60 the extent to which the institution’s TACTICS pro-

gram objectives for 1974-75 were accomplished and
.(b) judgments on the value of the general services and pro-
grams of the TACTICS service components

I3

Directions and Procedures

& Prior to the evaluation, a statement of cach institution’s
TACTICS obiectives will have been formulated by the ap-

propriate institution representative(s) and submitted on the

>

E lC
/]/

_,--"-

kash;')p ’ N ,
TACTICS Evaluation Training -

4 Wiley'Bolden , .
/ % ’ . Consultant .
TACTICS Coordinating Office

o

TACTICS I Program Work Statement form (Flgurc 23) to the
execufive director of TACTICS. Al sample of this form follows
this report. Check to determine whether your institution has
completed and returned the work statement. [f the work state-
ment has not been prepared, or ifjthe statement prepared
darlier ne€ds to be revised, the work statement that is to be
used in the evajuation should be (Jrrcpared now. Preparing

the work statement is a negessary first step in an institu-

tion’s participation in the evaluatyon A copy of the insti-
tution's TACTICS objective is to’fc returned along with .

thescompteted questichinaire to the evaluation team. .

| .

& Based on the component p?ograms that each institution has
elected to take part in, a package of questionnaires along
with supporting materials and directions will be put togeth-
er for each of the 68 TACTICS Il institutions. This pack-
age will be sent to the president of the nstitution or a per-
son designated by him.

-

’

‘® Typically tﬁ?;qucstionnaircs on specific component pro-
grams and/or services will be addressed to a person ina par-
ticular position or role. In any case, all questionnaires will
demand special knowledge of the area of the program with
whichthe questionnaire deals. Hence, the president, orlthc
person designated by him, will be asked to solicit the coop-
eration of those pcrsons whoSe experiences with TACTICS
programs place them ina favorable posmon to supply the
information or make the judgmcnts that are required for
_the evaluation.

® The questionnaire that will be used to evaluate the Library
Administrative and Development and Educational Tech-
nology-Program will focus on the program sequence involv- ‘
ing workshop, foltow-up camipus visit, follow-up report,
workshop, and follow- -up campus visit, ctc.

w_ Presidents of the institutions have been notificY that the
evaluation packages will be mailed to the institutions dur-
ing the month of April and that the questionnaires shpuld
be completed and returned to the specified address by

May 25, 1975. . . . oo
/‘// -
L} / -
/ . .
Wiley S. Bolden A ‘
* Chairman, Evaluation Team t.
o~ ¢
- . o ’
April 6, 1975 . .
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_ WORK STATEMENT  ~ o
COMPONENT: Moton Consortium on Admissions and Financial Aid (MCAFA)
. COLLEGE: ]ohna/nd Jane Doe College ' LOCATION: Smalltown,; US.A, N
5 " ~"
) "f; :
EROBLEM: ajor Categofy) Enroliment .
Statemen}6f Problem . ’

. S - Te
Freshpran enrollmg}ﬂé last fall increased shightly with mcrea.sea'(ecrumng effort. Recruiting effort needs to be intensified and
magde more efficient. Attrition, parucgd,aﬁy inthe fresl’lfnar]ag% iophmore classes, 15 running in excess of one-third of these

£lass enroliments. Attrition needs to Qﬂg@g&eﬁ&f{hﬁﬁg o ﬁfﬂ'féﬁéh{d_g’l&for junior class 1s important need. Also, re

AL R S T A
‘ . . »

cruitment of white smdent.s&x,sass“éq" sk ; 'w'}‘bgé}g*é;

. Y ich ' a
W N - . . Ju -, .
K ] - S < ' -
S e - ' '
OBJECTIVES* as to Problem Resolution (Including Projected Time Goal) *o.
By next fall, ] & ) D College hopes to increase freshman enrcliment by 15%. For next f'a‘lls its goal 15 ta have 4 white popula- t
tiun of 10% pf the freshmen tlass (4% of the total enroliment). Its goal over the next three year period is to increase overall . B

enrollment by_25% and to achteve a white student-enroliment of 20%.

The goal is to reduce attrition the next academic year to 20% and over the nextthree years to no more than 10%. . N
. » ¥ i

3 a‘ #

. ‘ v
. *Please be sptgiffc and quantify objectives where appropriate. |, :

O . -

P DSEFINITION OF NEEp”of TACTICS Services (Wiu/r;gard to the above problem) * ’ ’

A ' e S - '
- L Recru_ume‘fﬁ Program Va'in’ g of Admissions staff {and others on ] & | D staff where appropriate) in innovative
d __,v"' “recrditing techniques, especially, how to organize recruiting campaigns and workers °
PR A " ] // among alimni and church groups. !
*» | 2. Intormation Study Program Detetmination of types of information and statistical data helpful to both recruiting ¥
and ddmissions problems and ta curriculum plannersas well as to makers of typical
' o college policies and decisions. . o

-

3. Curriculum Development Prugram - Assistance in analyzing arid developing curriculum in the Iighl of changing student _
: ' | needs. Help devise™new offerings to appeal to community groups.

s -
| * -
[ 4
¥ - i X ~ ' - . » .
\ [ p — § )
. 1 4 i
- - . -
. APPROVED: . ’ ' . DATE ' L
Component Rep: ‘ Insuu{nonal Representative. .
Title* ' Direttor o T—'rHe:__' . President ‘ k
TACTIC;\S‘IO/BO/N USE OfHER SIDE FOR ANY ADDITIONAL CONLMENTS ' J
RV I . . i
bad n v - e v S
. T a k N A - 4 . . /,’_‘\j )
, Figure 24. ' ’ .
o - T70 - - .
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Calvin Q. -Atchison

ﬁmm Stete-University
'—*\"‘Nash%Tenncsscc

Porah D. Crosby -
Prentiss Institute”
Prentiss, MissisSippi =
Josephine Decker
Bethune-Cookman Cotlege,
DaylonaBeach’ Florida =

Edward H. Dickison
Barber-Scotia College
Concord, North Carolina

Winston-Safem State Umversny

Winston-Salem, Nocth CW\

7T Watter M. Fordham -
- Egiward WaterrCoIlcge,,;:
Jacksonville, Florida

Lee Roy Gorman
Coahoma Jr. College
arksdale, Mississippi

Benjamin H. Grooms
Albany State College
Albany, Georgig

Evelyn H. Henighan
Winston-Salem State University
Winston-Salem, North Carolina

Sister Janet M. Hoyler ‘
Xavier University
chﬁOrlcans, Loussiana

Annie Mar Miller

Lane College

,jachson, Tennessce

Walter C_Howard_ ,

Miles College

Birmingham, Alabama .

Leon Knott
Shaw College at Detroit
—Détroit, Michigan

Virginia L. Lewis
Huston --Tillotson College
Austin, Texas

Kenneth |. Newman
Mary Hoimes Callege
West Paint, Mississippi

LR S,

Pauli -efvgtyn .

MIS PARTICIPANTS

MIS/CIR Workshop
March 14.16, 1975

L8

~CalmettaNewsome

Abe Boykins,.Jr. - !

-~ —Mary Holmes College.
. West Point, Mississippi

Prentiss Institute -
Prentiss, Mississippi

Gerald R. Polinsky
Voorhees College -
Denmark, SouthCarolina

Joe D. Page
Mary Holmes College
West Point, Mississippi

Julius D. Pent
Grambling College
Grambling, Louisiana_

Herman F. Wunkett
Southern Unfiversity

"~ NewOrleans, Loujsiana

Edward C. Scruggs™ " - .
T. A. Lawson State Jr.College . .
Birmingham, Alabama

Ronald H. Starks
Langston University
Langston, Okiahoma
George B, Tutt

Miles College
Birmingham, Alabama

Artreele M. Wheatley

Coliege of the Virgin Islands |
Virgin Islands !
Joseph L @hite . |
Winstan-Salem State University ’

- Winston-SaIém. North Carolina

Joseph S. White '
Elizabeth City State University
Elizabeth City, North Carolina *

Thelmara Witliams

" Stillman Cotlege
Tuscaloosa Alabama

L. C. Wood «

Paul Quinn College
Waco, Texas



<,

PRF I

———

—-lsiah Qwen__.

. Itta Bena, Mississippi

lve Billingsly

Daniel Payne College

Birmingham, Algbama
Stephanie Brown

Coppin State College
Baltimore, Maryland

Margaret Fingal ___
Mississippi Valley State C6H‘ege
1tta Bena, Mississippi

S

John James
Mississippi Valley State-College

Ronald Perrote ¢
Huston-Tillotson College
- Austin, Texas

Kossappa Rajasekhara -
Barber-Scotia College
Concord, North Carolina

Linda Trenfield :
Shaw College of Detroit
Detroit, Michigan -

West Virginia State College
Institute, West Virginia

OIiwa Spaulding
tone College .
Sahsbury, North Carolma

B.Vv! Burghardt
_ Bowie State College
BoWuc Maryland

R Robert' L, Marshall '
Albany State College
Albany, Georgia

Syrene o. Mltcth/
Southern Unlvcrsny
New Orleans, Louisiana -

.
. ’ \

T4

72

L.E. Reed
Utica Junior College
" Utica, Mississippi
Charles Reid
_ Coahoma Junior College
Clarksdale Mississippi :
frma Moore
Florida Memorial College
Miami, Florida

John Wiliiams
Knoxville College
Knoxville, Tennessee

Ollver Bell

Southern University Shrevcport-Bbssier
City Campus e

fjﬁfeveport, Louisiana

"y

+ Berriard Crowell
Langstpn University
Langston, Oklahoma

Paul Decker
Bethune-Cookman College

_ Daytona Beach, Florida

Allen Henkin
University of Maryland Eastern Shore
Princess Ann, Maryland

.Barbara Holmes
Fayetteville State Umversny
" Fayetteville, North Carolina

Edward Welch ]

Lemoyne-Owen College '
Memphis, Tennessee )
James Williams \\
Alcorn A&M University | -

Lorman, Mississippl.  «

£
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